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By Walters and Lamb 


The arrangement and content of WORD STUDIES make it an ideal basic 
textbook for the high school spelling program. It will provide the training 
on words — how to spell them and how to use them — that is so vitally 
needed by most high school students. 


In many schools, where it is not feasible to offer a spelling program, this vital 
training is given in other courses — English, shorthand, or office practice. 
The emphasis on word building, word usage, correct pronunciation, correct 
syllabication, and use of the dictionary in WORD STUDIES makes it particularly 
helpful as a supplement to regular courses. The over-all plan of the book 
makes it easy to select the material needed for special emphasis. 


An optional workbook, an inventory test, six achievement tests, and a final 
examination are available. 


SOUTH-WESTERN PUBLISHING CO. 


(Specialists in Business and Economic Education) 


Cincinnati 27 New Rochelle, N. Y. Chicago5 SanFrancisco3 Dallas 2 
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20th CENTURY BOOKKEEPING AND ACCOUNTING 


By Carlson, Forkner, and Boynton 


The twenty-first edition is easier to learn and easier to teach because it is written for all 
students in your classes. It can be understood and mastered by the slow students, 
yet it will be challenging to the better students. 

In the twenty-first edition there is a carefully planned balance among theory, drill, 
and practice. Theory is presented through the use of simple vocabulary and short sen- 
tences. The many illustrations in color integrated with the textual material show 
the student how the — are applied. More emphasis is placed on drill to 
assure a thorough understanding of principles — especially the theory of debit and 
credit. A new section, ‘‘Drills for Understanding,’’ has been added at the end of 
each first-cycle chapter. Ample practice is provided through a generous choice of 
exercises, problems, projects, and practice sets. 

An examination of the twenty-first edition of 20TH CENTURY BOOKKEEPING 
AND ACCOUNTING will convince you of the good results it will give in your classes. 


SOUTH-WESTERN PUBLISHING CO. 


(Specialists in Business and Economic Education) 
Cincinnati 27 New Rochelle, N. Y. Chicago5 San Francisco3 Dallas 2 
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Let’s Take An Inventory 


Being well into another school year, teachers may well list their assets and 
liabilities as a basis for building profits for the future. Scientific and tech- 
nological developments have had their effects on business, relating it more 
closely with advances in other fields. No longer can business education stand 
aside and offer only highly specialized training in one or two fields; it must 
prepare students to adjust to an increasingly complex and rapidly changing 
business world. 


What are you as a teacher doing to meet the changing demands on business 
education? Do you realize the contributions to general education that business 
teachers can make if they are willing to assume leadership? Are you taking the 
initiative by pointing out to other departments the’ desirability of including 
in their curricula such courses as general business, typewriting, and business 
law? For example, the student who intends to go into business for himself, 
whether it be farming or printing, will have a better chance for success with 
a knowledge of business practices and procedures. 


Are you teaching the skill subjects in the same way they were taught ten 
years ago? Do you still believe everyone needs four semesters to acquire an 
employable skill in typewriting? Are you adhering to the same standards, course 
content, and length of time in teaching skill subjects — or are you willing to 
experiment with new ideas and methods to shorten training time and thus give 
students an opportunity for a broader background? Are you using the numerous 
films, records, tapes, and supplementary materials to enrich and streamline 
your teaching? Do you include practical applications of the skills you teach 
instead of presenting isolated units? 


How are you improving your knowledge of today’s business world? Are you 
benefiting from the interest of local businessmen by asking them to serve on 
advisory committees, to participate in programs, and to offer suggestions on 
desirable equipment, supplies, and employment needs? 


Are you gaining wider recognition for business education by your interest 
and willingness to participate in school-wide and faculty activities? Do you help 
the counselors acquire more information about business or assist in the coun- 
seling program? 

Are you an active member in your business education organizations, doing 
your share to make local, state, and national associations more effective in the 
promotion of better business education? 

If you can answer ‘‘yes’’ to most of these questions, you are an asset to the 
teaching profession. If you can list but few assets, take a careful look at your in- 


Many Aliee lor Saleen ge 


Mary Alice Wittenberg, president of Western Busi- 

ness Education Association; supervisor of business 

education, Los sno Sy ! Schools, Los Angeles, 
ornia. 
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At a conference on business education held 
in the fall of 1952, a personnel director of a 
large steel company stated that in hiring 
typists his greatest difficulty was to get girls 
who had confidence in their own ability. He 
cited examples of some who almost talked 
themselves out of jobs for which they proved 
perfectly capable and others who refused 
promotion from the company’s general pool 
to the statistical typing section because they 
were afraid something would be assigned 
they could not do. 

After hearing this talk and reading several 
magazine articles on the same problem, I 
have come to the conclusion that developing 
self-confidence is one of the great responsi- 
bilities of any typing teacher and that good 
technique is the key to building this im- 
portant personal qualification. I have found 
that confidence comes in typewriting as the 
result of continuing successful experiences, 
but it must be developed from the beginning 
and maintained throughout the course of 
training if it is to be present at the time of 
employment. 

The first three weeks when the keyboard 
is being introduced will determine the po- 
tential of any student’s typing ability. This 
ability is, of course, the prime factor in the 
development of confidence. Individual tech- 
nique counseling and remedial instruction 
is at a premium during these three weeks. 
The teacher who is going to build confidence 
will not rest at this crucial time. His close 
attention to minute details is very important 
to avoid poor habits from becoming firmly 
entrenched. An ounce of prevention can 
save weeks of time in establishing correct 
posture, in the development of good finger 
position, and in the learning of proper 
shifting and tabulating procedure while 
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the many ways a typing teacher can 


Building Self-Confidence— 
A Typewriting Teacher’s 
Responsibility 


by DENNIS W. CAMBIER, HIGH SCHOOL, 
MIDLAND, PENNSYLVANIA 


All of us have the responsibility of building self-confidence 
in our students. 


Mr. Cambier goes into detail to illustrate 
build this self- 
confidence. 


maintaining complete home-row control. 
The teacher should be aware of students 
having trouble with difficult reaches and be 
available to suggest alternate routes which 
can often be substituted with amazing results 
for those finding standard methods im- 
possible to master. 

During the early stages of typing the 
teacher should show little concern for typo- 
graphical errors, but work only toward the 
development of good technique in the per- 
formance of all functions while maintaining 
complete visual attention to the copy. 
Typing must be 100 per cent touch typing if 
the student is to develop those habits neces- 
sary for speed with control. If the student is 
allowed to look at what he is typing, glance 
at the keyboard or look back for carriage 
throw, he will never get the real “touch- 
typing sense of directions.” The teacher who 
makes his students conscious of errors while 
learning technique is putting another ob- 
stacle in the way of their learning process. 

Every class has those students who feel 
that mastery of the keyboard for them will be 
difficult if not impossible. The teacher must 
make the students think success from the 
start. He must condition his class to positive 
thinking at all times and make them aware 
of the fact that most people have trouble at 
first and a slow beginning rarely means a 
slow typist. The teacher must convince the 
class that everyone can and will be a good 
typist at the end of the year. 

Allow for individual differences from the 
start and make no comparisons. When 
building for speed on early typing the student 
should be competing only with his own 
previous accomplishment. Here, as in no 
other school subject, can this theory of edu- 
cation be carried out in rating improvement. 
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Avoid unison drills that upset so many stu- 
dents unable to keep up with the majority of 
the class. Too much calling of the throw, 
direct dictation, and other attempts to de- 
velop speed and rhythm by keeping the class 
together does not allow for individual dif- 
ferences and leads only to the creation of 
unwarranted fear on the part of slower stu- 
dents. 

Don’t attempt the teaching of numbers 
and symbols until the students have a fair 
command of the alphabetic keyboard. Some 
teachers keep slower students in a state of 
uncertainty for as long as five weeks by 
beginning the teaching of numbers and 
symbols immediately after the last letter 
has been taught. Building confidence on 
the alphabetic keyboard can be encouraged 
by the use of two, three, and four-letter word 
sentences with balanced-hand arrangement. 
Although this may be slighty deceptive, it 
helps position the fingers for rapid stroking. 
Repeated demonstrations by the teacher of 
the rhythm used in typing such words along 
with constant practice by the class can be a 
great aid in breaking some students of that 
deliberate individual finger pushing of the 
keys. The sooner they lighten their touch 
and begin to type on the word level no matter 
how short the words, the sooner their speed 
will mean accomplishment to them. 

Later with the introduction of numbers 
and symbols the same facility should be 
developed before attempting any new area 
in your course of study. The reason so many 
students dislike numbers is because they 
have never attained enough success to feel 
confident that they could do a perfect job. 
After introducing numbers in the fifth and 
sixth week of a typing course, stay with them 
until your students are as sure of them as 
they are of the alphabetic keyboard. Here 
the teacher must use all of his imagination 
in creating varied exercises to produce 
perfectly controlled stroking while not boring 
the students with too much repetition. Of 
course, work with the alphabetic keyboard is 
continued, but the major part of each period 
is devoted to mastery of the top row of keys. 
Close attention to good technique is the 
prime responsibility of the teacher. From 
introductory pathway drills to simple, 
teacher-arranged, tabulation exercises, no 
other phase of teaching numbers and symbols 
is as important as insisting on proper 
technique in the reach to and the striking 
of these keys. Extra time on varied drills 
to produce control by combination of the 
numbers with their home-row control keys 
is well spent. This type of drill should be 
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constantly interwoven with other drills 
even after you have moved into complete 
number exercises. This will have a tendency 
to stop any student from falling into poor 
stroking before good habits can be firmly 
established. 

A typing student probably gets his first 
real feeling of success when he finds himself 
capable of typing several short letters or 
manuscripts without error in one class period. 
I have found one way to help develop ac- 
curacy is by typing one short letter and later 
one short manuscript for as long as one week 
each. They enjoy it and at the end of the 
week most are typing three to eight perfect 
copies each period and, incidentally, learning 
basic letter and manuscript form from so 
much repetition. 

As the course progresses into the basic 
skills necessary for all typists such as 
horizontal and vertical centering, tabulation, 
proofreading, erasing, letter writing, master 
copies, research papers and many others, 
teach them the method you think best and 
continue to use it. There are several ways to 
approach centering and tabulation problems, 
but don’t confuse your students with all of 
them; pick the best and work for perfection 
in that one method. Too many teachers have 
been overeducated in attempting to produce 
varied activities in their typing classes. 
Don’t spend less time teaching in a certain 
area because you think your students are 
going to tire of the same thing. Repetition 
leads to success and perfection; no one ever 
tires of too much success and success leads 
to more interest. By all means avoid con- 
stant drill doing the very same thing, but 
there can be great variations of the same type 
of learning experience using numerous 
combinations of exercises. 

Timed writings have their place in measur- 
ing individual student progress, but should 
never be used as a major device for relative 
accomplishment grading. The use of timed 
writings for grading purposes could never be 
considered as an accurate measurement be- 
cause no typists is ever hired to type straight 
copy under a time limit. Emphasis on timed 
writings at the end of the second year of 
typing is justified to prepare for possible 
timed writing employment tests as given 
by large companies and some governmental 
agencies, but the results of such writings 
should have little influence on the school 
records. A student’s grade should be the 
result of relative accomplishment of prac- 
tical exercises under conditions comparable 
to that found in a business office, not under 

(Concluded on page 336) 
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24 Desks—34 Students 


by PAULINE K. SMITH, HIGH SCHOOL 
HUNTSVILLE, TEXAS 


Mrs. Smith provides an answer to the usually dull homeroom. 
She points out that time need not be wasted and can be put to 
practical use. 


Only 24 desks and 34, 15-year-old tenth 
graders to occupy them! A situation calling 
for immediate adjustment. With quick 
shifting and the aid of five strong boys this 
dilemma was alleviated by transferring 
chairs from the choir room across the hall. 

Most September 4ths are as hot as any 
July 4ths. Such was the case on this partic- 
ular school opening. A north room with only 
one exposure did not lower the thermometer 
in the crowded room of 35 people. It is cer- 
tainly understandable that they were all 
restless and motivation was needed to get 
them started on a school year of profitable 
work in the homeroom. 

The teacher had had some of the same 
students in her general business class the 
previous year and knew one girl in particular 
to be a good mixer. She asked her to come 
up and start a game of “20 Questions.” 
With the students occupied it was possible 
to quietly issue books to one person at a time 
and try to forget the heat. 

The second day in homeroom the students 
were issued a tentative mimeographed plan 
for the year’s work in the homeroom. Since 
Mondays and Thursdays were the homeroom 
days, the suggestion was that Mondays be 
used for business meetings and Thursdays 
for a program of group study on “You.” 
Knowing that students “take”’ to suggestions 
better when they are permitted to study 
them and to express their approval or dis- 
approval, the sponsor had them use the entire 
period for discussing and working out an 
outline to their liking. 

The first business meeting was used to 
elect homeroom officers for the year and to 
take care of any immediate business. The 
next few Mondays were lessons in simple 
bookkeeping — not for just the secretary 
and treasurer but, as they had decided, for 
all of them so that they might in a small way 
have an idea of the principles involved. 
Of course, the teacher was delighted for she 
could visualize recruits for her two bookkeep- 
ing classes the next two years. Feeling that 
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bookkeeping is such a good practical field 
and having such an intrinsic interest along 
this line, she hoped to find potentials. 


When it was felt the group understood the 
fundamentals of record keeping, the treasurer 
set up his books with aid of the teacher, and 
made entries for dues paid by the members. 
As money was collected or spent during the 
year, entries showing how they should be 
recorded in the books were written on the 
blackboard by volunteer students. The 
teacher was always ready to make needed 
corrections or explanations when the stu- 
dents needed help. 


Other business meetings were necessary to 
transact general matters that came up during 
the year. These included school elections, 
information from the student council brought 
by the room’s representative, and planning 
the sophomore party and an assembly pro- 
gram each semester. During these sessions 
various needs and talents were discovered. 


One boy, a transfer from one of the rural 
schools, who was much larger than his 
peers — a teen-ager going through the age of 
disequilibrium, was made “props man” of 
the room. Whenever any equipment was 
needed or when assembly programs were 
given he, with great importance, took care 
of stage lighting, public address system, and 
the curtains. In doing these meaningful 
jobs he found something he could do well 
and it made him feel that he had a part in 
school life. Otherwise, he probably would 
have been one of the many youths who drop 
out of school during their second year in 


high school. 


Thursdays proved to be such interesting 
days! The group was divided into six sec- 
tions — six students to a section, with the 
exception of one group which had only four 
students. Each group took an area or situa- 
tion that was associated with their lives and 
presented it to the class in any manner that 
was acceptable in school. 


(Concluded on page 297) 
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The word businessman used in the title 
could very well have been put in the plural — 
businessmen. I want to share with you state- 
ments by a number of prominent men in 
business. We will discuss what they expect 
in a secretary. Glenn. Gardiner, a vice- 
president of Forstmann Woolen Company, 
says, and I heartily coneur: 

“Some executives have succeeded in spite of mediocre 
secretaries, but it is safe to say that no executive has 
ever lived up to his maximum possibilities without the 
help and cooperation of a competent secretary.” 

We frequently hear it said that a good 
manager is one who surrounds himself with 
capable assistants. Certainly a good manager 
has the opportunity to profit by capable 
assistance on the part of his secretary. A part 
of good management is to secure a secretary 
with good qualifications and to know how 
to make best use of her ability. The suc- 
cessful manager may owe more of his success 
to the initiative and intelligence of his sec- 
retary than he realizes. 

There are many considerations that in- 
fluence the working relationship between 
a businessman and his secretary. Some 
important ones are such items as: the sec- 
retary’s attitude and the boss’s attitude 
toward her; the secretary’s ability to make a 
contribution to the team effort; and equally 
important, the boss’s willingness and ability 
to accept the “extras” the secretary can put 
into the joint venture; the effect of public 
relations and fellow executive relations 
created by a secretary’s actions and words; 
and the secretary’s effect on the very atmos- 
phere of the office in which she works. Many 
others could be given. As I review state- 
ments made by other businessmen about 
their secretaries, I become increasingly con- 
vinced that the amount of contribution 
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The Businessman Speaks 
About His Secretary 


by E. A. RULE, VICE-PRESIDENT AND SECRETARY 
NATIONWIDE MUTUAL INSURANCE COMPANY 
COLUMBUS, OHIO 


The basis for this article is a talk given by Mr. Rule at the 

meeting of the Ohio Business \Teachers Association in 

Columbus. He reviews for us his and other executives’ think- 
ing on the characteristics of a good secretary. 


made by the secretary is greatly influenced 
by the willingness and ability of the business- 
man to accept, to encourage, and to use his 
secretary’s ability. 

A really helpful secretary is not a person 
whose only responsibilities are taking dicta- 
tion, transcribing shorthand notes, and 
filing. Edgar J. Forio, vice-president in 
charge of public relations of the Coca-Cola 
Company, puts it well when he says: 

“Gone forever is the idea of the secretary as a young 
woman who takes dictation, transcribes shorthand 
notes, and keeps the boss’s files in proper order. A sec- 
retary is an integrated part of the American team of 
management. By increasing her abilities, her horizons 
and her efficiency, she can add considerably to the 
effectiveness of the American business executive. 


“The demands upon the energies of management are 
acute, and the degree to which a secretary can relieve 
these pressures effectively is the degree to which he is 
successful.” 


We won’t dwell on the personal traits of 
a good secretary, but rather we will attempt 
to find out about businessmen’s feelings 
about their secretaries. To review hastily, 
we find that textbooks on the subject would 
tell us that in addition to the skills of typing 
and shorthand, the secretary should hav 
such personal traits as: 
Inittative 
Loyalty 
Intelligence 
Alertness 
Accuracy 
:- Good memory 
. Adaptability 
Resourcefulness 
Personality 
' Courtesy 
Judgment 
Now let’s look together for a few minutes 
at what some businessmen have to say on 
the subject. Do they ask for these same 
things, or do their requirements differ? Per- 


295 








haps an over-all summary is best exemplified 
by the following statement which was made 
by C. R. Ready, assistant director, Educa- 
tional Service Department, Bristol-Myers 
Company: 

“What does the average businessman expect in a 
secretary? Does he want the executive ability of a Board 
Chairman, the speed of a Univac machine, the neat, 
chic look of a Vogue cover, all rolled into one? I rather 
doubt that he expects any such impossibly gifted person. 
But I do think he hopes for someone who will take 
enough interest in her work and in the company to 
take the initiative in anticipating the things he needs 
to meet his administrative deadlines — someone who 
will be his self-appointed public relations officer.” 
Then getting a bit more personal, 

Mr. Ready goes on to say: 

“In my own office, my secretary does not have to 
have the deftness of a Board Chairman; but she must 
have his organizing ability, especially in organizing 
my time, appointments, mail, and telephone calls. 
The little things my secretary thinks of to save me 
time are numerous, but here are a few that certainly 
endear her to me — sorting my mail, attaching back 
correspondence to my letter, preparing a short ‘who’ 
and ‘why’ run-down on my appointments, slipping me 
a list of the people I’m liable to meet at a business 
luncheon, and so on, ad infinitum.” 

It is quite obvious that if C. R. Ready 
is a typical executive, the secretary must 
bring to her job something more than just 
the ability to be a good stenographer. 

George Wilder, Coets Sales Manager, Per- 
sonal Products Corporation, puts it this way: 


“The topflight secretary is certainly more than a 
dictating, filing and typing machine. She is actually 
first assistant to the man or woman with whom she 
works. The topflight secretary brings a professional 
attitude to her job. She has the s1me pride in her work 
as do teachers, nurses, and other professional people. 
She is dependable, enthusiastic, and takes a personal 
interest in the business. 


“Personal enthusiasm for the job is equally im- 
portant. Nothing is more frustrating than a stony 
stare or a disinterested, apathetic attitude from a sec- 
retary when the day’s work is planned or when you 
give her ‘rush’ assignments. I expect a topflight sec- 
retary, like a topflight executive, to give her best at all 
times. She is never satisfied with mediocre performance. 
From this attitude comes the ‘little extra’ that sets the 
superior person apart from the mediocre person.” 


Speaking of attitude, I would like to 
insert my own opinion on the subject. No 
other single factor is as vital to a secretary’s 
success as her attitude toward her job and 
her associates, including her attitude toward 
her boss. When the secretary has a good 
attitude, people are willing to overlook many 
failures. When the secretary has a poor 
attitude, negative situations will arise which 
will create unpleasantness and embarrass- 
ment to everyone — the boss, the secretary, 
and others with whom she comes in contact. 

In fact, the secretary can be very helpful 
in keeping the boss’s attitude straightened 
out. This is especially true in times of stress. 
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Let me quote again what Edgar Forio, Coca 
Cola Vice-President, has to say on the sub 
ject: 

“Pressure and the demands of a job can also produce 
a deadening effect on an executive. And here is where 
a good secretary can effect a real service. By being 
interested and interesting, she can broaden her horizons 
and be an instrument in getting her boss to broaden 
his. Too many businessmen live for their jobs and 
become more machines than men. This situation, 
instead of qualifying them for a higher position, makes 
them stale and narrow and definitely unsuited to 
progress beyond the present job. A secretary who is 
alert can guide her boss out of a work morass any time 
he seems headed for it or already in it.” 

Perhaps it’s a bit unrealistic to expect a 
secretary to keep her boss on a steady and 
even keel, but certainly she can be helpful. 
John E. Kusik, Vice President, Finance, 
Chesapeake & Ohio Railway, says: 

“Perhaps there is no such thing as a perfect secretary, 
but thousands of executives try to hire one, and thou- 
sands of girls want to become one. This emphasis on 
perfection may be a little extreme, but it has served to 
establish the secretarial position as an important one, 
offering tremendous opportunity and potential. Today, 
a secretary can be proud of the position she holds, and 
her success will depend on the use she makes of the 
opportunities offered her. 


“A good secretary — I'll avoid the ‘perfect’ label — 
is three things to an executive: a public relations rep- 
resentative, a staff assistant, and his ‘office memory. 
All three are important to a smoothly run office and a 
successful employer-em ployee partnership.” 

One of Mr. Kusik’s fellow workers, 
J. C. Thompson, C & O’s personnel services 
officer, puts it this way: 

“Here is a thumb-nail sketch of what every man 
wants in a secretary — a high-school diploma, a college 
degree, one year of business school, ten years of ex- 


perience, all wrapped up in a girl who is twenty-three 
years old, charming, and attractive: 


“What more could any boss add?” 

Speaking rather frankly about the “looks 
question” (perhaps I would be more correct 
in saying the “looks problem’’), businessmen 
are sometimes asked just what chance does 
a girl have to succeed as a secretary if nature 
hasn’t treated her too kindly. Certainly the 
appearance question is a factor with many 
businessmen, if not with most businessmen. 
Men like to work with persons who have a 
pleasing appearance and a pleasant person- 
ality. Many men won’t honestly admit the 
degree to which these personal character- 
istics are factors in the selection of secre- 
taries. I was a personnel manager for several 
years, so I can rightfully say that there is 
such a thing as a “looks problem,” whether 
it is freely admitted or discussed. 

My personal opinion is that other factors 
are more important than “looks” in the 
selection and upgrading of secretaries. At- 
titude, for example, is far more important. 
If secretaries do, in effect, make the con- 
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tributions to businessmen’s success that we 
have been referring to today, it is unreason- 
able to place too much emphasis on appear- 
ance. 

The degree to which any particular quali- 
fication is important depends to some 
extent on the specific assignments given to 
a secretary. While, for example, telephone 
manner is very important in any secretarial 
job, it may be extremely important in some 
situations. C. C. Laux, director, Sales Pro- 
motion and Advertising, United States Life 
Insurance Company, says: 

“So much of today’s business is transacted by tele- 
phone that it is of the utmost importance to have a 
secretary who creates a good impression as the liaison 
between the employer and outside callers. As soon as 
she answers the phone, the party at the other end draws 
a mental picture of what she is like. This may even 
carry over to the caller’s first impression of the man 
behind the secretary, making it almost a necessity for 
her to be pleasant and considerate to everyone who 
calls, either in person or on the telephone — be it execu- 
tive, salesman, or personal friend.” 

Regardless of the importance of any par- 
ticular qualification a girl may have to do 
secretarial work, it is very important that 
any specific secretary bring to her job those 
traits which her boss believes are important. 
To succeed, the secretary must satisfy the 
boss’s pet peeves. Nevertheless, if a boss is 
interested in avoiding any certain kind of 
details, the secretary must be aware of these 
personal dislikes. She must do her best to 
help relieve the businessman of the things 
he would most like to delegate to his sec- 
retary or to someone else. 

D. W. Harris, vice-president, Industrial 
Relations, TWA, in writing on the subject 
of “Plus Values Distinguish Good Secre- 
tary,” listed many “little things” that vari- 
ous department heads at TWA had men- 
tioned in telling others why they had “the 
best secretary in the company.” It is “little 
things” that become important “plus values” 
in rating a secretary. 

It is not uncommon for businessmen, in 
talking with their associates about the ability 
of their secretary, to make the statement, 
“T have the best secretary in the company.” 
Personally, I think it is a healthy situation 
when men feel this way about their secre- 
tarial assistants. It frequently indicates an 
appreciation for a job well done. Usually, 
also, the man who makes the statement is 
expecting a contribution far in excess of the 
mere taking of dictation and transcribing 
of shorthand notes. Often the contribution 
is the sum total of many “little things” that 
together help to make the businessman’s 
life more pleasant or successful. 

Instead of taking time to go back and 


March, 1958 


summarize the things that I have said, let 
me give you one more quotation in closing. 
This quotation by Martha Rosamund, presi- 
dent, National Secretaries Association, gives 
several reasons why so many businessmen 
think well of and depend on their secretary 
for a major contribution to their own success. 
Martha Rosamund says: 

“Secretaryship is more important than ever in the 
demanding, expanding era of automation and elec- 
tronics, where every need is for better trained, capable, 
alert employees. Good secretaryship benefits the indi- 
vidual. It benefits everyone, particularly management. 
There is no need to fear the outcast of the secretary 
because of electronics and automation. No machine 
will ever develop understanding, promote goodwill, 
adapt its mood to that of the employer, greet callers, 
display human interest, and so on. We can be sure, 
the secretary is here to stay.” 

The quotations we have reviewed indicate 
that the businessman expects much from a 
secretary. Schools and industry continuing 
to work together can go even further in the 
development of these important people in 
our office activities — secretaries. 








24 Desks — 34 Students 
(Continued from page 294) 


By the time May arrived one would have 
to have a vivid imagination to guess the 
multitudinous ideas and interests that had 
been unfolded by these sophomores. En- 
gaging panels and round table discussions 
were conducted on: 


Careers 

Student-Parent Relations 

What is Personality? — How It Can be Improved 

Forming Good Study Habits 

What Courses to Take as a Foundation For a Voca- 
tion (Several vocations were used as illustrations) 

Forming Values and Ideals 

Choosing Friends Wisely 

What It Takes to be a Mature Person 

Sportsmanship 


These were just a few of the stimulating 
subjects. There were clever skits, psycho- 
dramas, and sociodramas for the delight of 
students and teacher. Many students had 
forsaken their self-consciousness in the 
friendly homeroom. 

The year was a success, even though such 
things as desks were lacking — students 
and rapport were not. The guidance aims 
of a homeroom had been fulfilled. 





SUGGESTIONS FOR OFFICE PRACTICE 


A 16-page booklet entitled ‘“‘Suggestions for Programs 
of Office Practice and Procedures’”’ will be sent with- 
out charge to any interested teacher. 


SOUTH-WESTERN PUBLISHING CO. 


Cincinnati 27 New Rochelle, N. Y. 
Chicago 5 San Francisco 3 Dallas 2 
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Teachers know that, in the educative proc- 
ess, there can be no swift movement; it 
must be done slowly, carefully, gradually. 
This article will contain, therefore, no revo- 
lutionary or “quick-acting” methods for 
teaching shorthand. I would simply like 
to share with you some of the ideas and pro- 
cedures I have found successful in this im- 
portant work of business education in which 
we are engaged. 

Before outlining some methods and class 
procedures, I would like to discuss the most 
important person in business education — 
the teacher. It is she who sets the pace, de- 
signs and carries out the means, and reaches 
the goal herself before she enters her class- 
room. It is she who must know what her 
business is all about before she tries to tell 
others. In other words, it is the teacher who 
leads the class to success. 

Two factors contribute largely to the make- 
up of a good teacher: knowledge of the sub- 
ject and enthusiasm for that subject. If a 
choice had to be made between these two 
requisites, we would find the decision an 
almost impossible one, since one cannot 
imagine a teacher who knows nothing of her 
subject any more than one can imagine a 
teacher who, knowing all about her field, 
has no zeal to communicate that knowledge 
to others. But let’s not make a choice. Let’s 
say that these are two essential qualities, 
and let it go at that. 

Focusing attention on the teacher does 
not, of course, mean that the student should 
be neglected. The student is always a 
special person in education. In shorthand 
education, the student is, indeed, a very 
special individual. 

Who is the student of shorthand? The 
student of shorthand ought to be the student 
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Shorthand Edueation: 
First Steps 


by SISTER MARY THERESE, O.S.F. 
MADONNA HIGH SCHOOL 
AURORA, ILLINOIS 


Read these simple steps to successful teaching and 
learning of shorthand. The basis for success in any 
subject is repetition, especially in shorthand. 


who maintains at least an 85 per cent average 
in all her other work. She would have an 
I. Q. of 100 at least. There are those who 
are of the opinion that any student who is 
not quite up to college requirements or who 
wants just “to work” after leaving school 
should be directed into business. Advanced 
business training is not for those who cannot 
do anything else, but for those who don’t 
want to do anything else. Advanced business 
training is for those who can make their 
own particular contribution to the business 
world by way of efficiency, dignity, and 
maturity. Certainly these ideal conditions 
do not exist in our high schools. In my own 
shorthand classes there have been, and still 
are, students who do not belong in an ad- 
vanced high school business course. The 
business department and the principal real- 
ize that it is not always possible to limit 
such courses; but there is, we believe, a 
necessity for having high standards. Where- 
ever possible these standards should be set 
and rigidly maintained. Only when business 
teachers work toward an ideal will they be 
able to maintain something of a golden mean 
in such matters. 

This notion that the business course is for 
those who cannot do anything else is not 
only erroneous, but it also leads to false 
attitudes on the part of principals, other 
faculty members, and the students them- 
selves. In theory it is unjust to the business 
departments of our schools; in practice it 
is unjust to the poor student who is un- 
successful and, consequently, unhappy, in a 
subject where the complex skills of reading, 
writing, spelling, punctuation, grammar, and 
correct usage are the foundations of a new 
learning. 

The student of shorthand is the student 
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interested in school, interested enough to 
be regular in attendance. Once clear indi- 
cation of school interest, personal respon- 
sibility, and perseverance, is the ability to 
merit perfect attendance medals, tradi- 
tionally awarded in high schools at gradua- 
tion. One finds again and again that students 
who earn these awards can be counted upon 
to show corresponding worthwhile personal 
qualities in all their work. 

Given the well-prepared, enthusiastic 
teacher, and given the better-than-average 
and interested student, one has the ingredi- 
ents for a perfect shorthand class. That these 
conditions do not always exist is, of course, 
obvious. Business teachers ought to know 
and work toward such standards if they ex- 
pect to achieve any measure of success in 
business education. 

The success of the class will, in a certain 
sense, be measured by the success of the 
very first part of the very first lesson. It is 
not surprising when I speak of previewing 
as an essential part of each day’s lesson. 
But I am going to make a plea for pre- 
viewing that is more than viewing before- 
hand, as the word suggests. A successful 
preview should also provide practice in 
writing shorthand. Begin with words, then 
advance to phrases, then to sentences. While 
demonstrating the word and calling for re- 
reading of the word, require that the student 
write the word, the phrase, the sentence. 
Doing this once, however, is not enough. 
One practice is necessary to learn to write 
the word at all, another to become familiar 
with it, and still another to achieve fluency 
and speed. I advocate a device which is a 
simple, worth-while challenge for those first 
writing days in shorthand. Pointing to the 
word at the board, the teacher tells the 
students to write it as many times as they 
can before he points to another, promising 
them an “‘A”’ for five times, a ““B” for four 
times, a “C”’ for three times. 

There is no short and painless way of 
learning shorthand. There is only the way 
of the beginner and the expert, the way of 
REPETITION. In order that this repetition 
may become meaningful, the teacher must 
devise different ways of presenting the same 
material. The student will only be as good 
as her practice in reading and writing has 
been, and it is the teacher’s work to provide 
this practice. An important element in this 
practice is the success factor. A sense of 
security will do more than anything else 
during those first lessons to help the student 
get the “feel” of shorthand. Writing the 
shorthand outline until fluency is achieved 
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will give the student a sense of what can be 
done with practice. Add speed to the fluency 
and one large, important step has been taken 
on the way to shorthand success. 

The shorthand lesson does not, of course, 
consist of these previews, important as they 
may be. The next step in the day’s work is 
the checking and grading of assignments. 
Shorthand teaching is no field for the lazy 
teacher. Daily grading of shorthand papers 
is an absolute necessity if the teacher wants 
the students to maintain an interest in the 
class. Have the students purchase two short- 
hand notebooks: one in which they do their 
evening’s assignments, one which the teacher 
retains to check. This checking does not 
take long, since one already knows from class 
recitation whether the students have done 
the lesson. Merely leaf through the book, 
scan the pages and the content briefly and 
give a grade. The important grade in any 
class is the grade the students receive for 
class recitation. Each day in a shorthand 
class of thirty students, all the students 
recite in less than fifteen minutes. 

I require that all shorthand students read 
over the lesson four times. When students 
come to class, they take turns reading the 
lesson at a predetermined rate. When I 
say “take turns,” I do not mean an alpha- 
betical or automatic listing. Call on each 
student anywhere in the room to read. If 
the student has to be prompted once, her 
grade is “B” for the day’s lesson; if twice, 
the grade is “C.” After a few days of such 
a process, there are few “C’s” in any class. 
While each student is reading the lesson, the 
rest of the class is taking her dictation of 
the lesson in shorthand, thus receiving again 
practice in the particular work of that day’s 
lesson. 

The period of dictation can be the most 
rewarding part of the shorthand class. This 
is the time when the teacher begins to see 
results of the daily lessons, the previews, 
the stacks of corrected notebooks. 

There are certain guiding principles that 
every shorthand teacher ought to hold 
“sacred” when she approaches the most 
important skill of dictation. The method of 
dictating can mean the measure of students’ 
success. Make sure that your voice can be 
heard by every student in the room. Strain- 
ing to hear on the part of the students 
hinders speed and fluency. The teacher must 
have clear enunciation. Slovenly speech 
patterns show up nowhere so well as in the 
dictation class. 

Start dictation at a speed which the 

(Concluded on page 327) 
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One of the most difficult problems for many 
teachers and students is the routine of home- 
work. Selecting the assignment presents no 
difficulties, but the mechanics of homework 
are troublesome for all concerned. 

I have devised a simple chart (shown 
below) method of handling homework which 
is beneficial in the following ways: 

1. It gives the students and teacher a 
clear picture of what assignments have been 
turned in and which ones are missing. 

2. It enables students who have been 
absent or out of the room for some r-ason to 
easily see what homework assignments they 
must make up. 
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A Simplified Homework 


by NANCY HOEHING, CLEVELAND JUNIOR HIGH SCHOOL 


ELIZABETH, NEW JERSEY 


Much of a teacher’s time is spent in assigning and correcting 
make-up homework assignments. Miss Hoehing has devel- 
oped a self-checking system for her students. 


3. It motivates the students to do all 
their assignments. 

In the beginning of the term, each stu- 
dent’s name in the class is listed alphabeti- 
cally at the left of the chart. The chart is 
ruled so that each student has a row of 
boxes after his name in which to receive 
checks. Each homework assignment, in- 
cluding page numbers, is listed horizontally 
across the bottom of the chart. The date 
on which the assignment is due is listed 
horizontally across the top of the chart. 
Each student who turns in the assignment 
receives a check next to his name in the 

(Concluded on page 323) 
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... presenting the 
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| RETAIL 
| MERCHANDISING 


| By Wingate and Weiner 


Here is a fresh, carefully planned revision of a popular 
book in the classroom. The contents of retailing courses 
throughout the country were carefully considered when 
this book was planned and written. The organization has 
been improved and pertinent new material has been in- 
cluded. The textual material is now covered in twenty 
chapters instead of twenty-seven. It covers the whole 
field of retailing including buying, selling, pricing, stock 
control, and store organization. RETAIL MERCHAN- 
DISING provides the training that store executives believe 
prospective store employees should receive. 


RETAIL MERCHANDISING, Fifth Edition, is an action- 
packed book. Practical activities at the end of each chapter 
give the student practice in applying the principles. 
“What Would You Do In This Case?’ is a new type of 
exercise designed to develop original thinking. Oral 
English and store arithmetic are also given special treat- 
ment at the end of each chapter in ‘‘Things To Be Done." 
A workbook is available that will help take care of in- 
dividual differences among students. 

















SOUTH-WESTERN PUBLISHING CO. 


(Specialists in Business and Economic Education) 


Cincinnati 27 Chicago 5 Dallas 2 
New Rochelle, N. Y. San Francisco 3 
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INFORMATION NEEDED BY 
ALL STUDENTS ... 





Lfth Edition 





GENERAL BUSINESS 


By Crabbe, Enterline, and DeBrum 


GENERAL BUSINESS develops an understanding of business environment and 
business procedure that is needed by all students as a part of the common 
learnings. Through this course, students can get basic business training for 
personal use and at the same time they may build a background for business 
education if they decide to specialize in that area. 


GENERAL BUSINESS is a student-centered book built around realistic home 
and business situations. Emphasis is placed on developing a useful business 
vocabulary and building a skill in the handling of applied arithmetic con- 
nected with everyday business problems. 


SOUTH-WESTERN PUBLISHING CO. 


(Specialists in Business and Economic Education) 
Cincinnati 27 New Rochelle, N. Y. Chicago5 SanFrancisco3 Dallas 2 
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Annual Delta Pi Epsilon 
Research Awards 


Dr. T. James Crawford of Indiana Univer- 
sity, Bloomington, won first place in the 
annual Delta Pi Epsilon Research Award 
Project. He was presented a plaque by the 
fraternity for his study, “The Effect of 
Emphasizing Production Typewriting Con- 
trasted With Speed Typewriting in Develop- 
ing Production Typewriting Ability,” a 





Ph.D. study completed at the University of 
Pittsburgh. This is the second time Dr. Craw- 
ford has won the award. The first Delta Pi 
Epsilon Research Award won by Dr. Craw- 
ford was for his M.A. thesis, which was in 
the field of shorthand. This is the first time 
in the history of the D.P.E. Research Award 
that one person has won an award for both 
his master’s and doctorate dissertations. 

Honorable mention awards were presented 
to: Dr. William R. Pasewark for his study, 
‘The Effectiveness of Television as a Me- 
dium of Learning Typewriting,” a Ph.D. 
study completed at New York University; 
Dr. Richard S. Perry for his study, “A Criti- 
cal Study of Current Issues in Business 
Education in the Public Junior Colleges of 
California,” a Doctor of Education project 
completed at the University of California; 
and Dr. David G. Goodman for his study, 
**A Study of the Readability of High School 
Business Law Textbooks,” a Doctor of Edu- 
cation project completed at the University 
of Pittsburgh. 

The awards were presented at the annual 
Delta Pi Epsilon Banquet, held in connection 
with the National Business Teachers Asso- 
ciation convention in Detroit on Decem- 
ber 27. 

Judges for this year’s contest were: 
Dr. Robert Thistlethwaite, Northern Illinois 
University; Dr. Harry Huffman, Virginia 
Polytechnic Institute; and Dr. Ruth Ander- 
son, North Texas State College. Dr. John L. 
Rowe, University of North Dakota, served 
as chairman of the research award project. 








Important Convention Program, pages 314 to 320 
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Vauncille Jones, 





President of Sigma Alpha Sigma 


Vauncille L. Jones, in- 
structor in office adminis- 
tration, School of Com- 
merce, University of 
Southern California, Los 
Angeles, took office as na- 
tional president of Sigma 
Alpha Sigma, national 
honor fraternity in of- 
ficeadministration, Janu- 
ary 1, 1958. Miss Jones 
was elected president at 
the meeting of the Exec- 
utive Board in Louis- 
ville, Kentucky. The 
purpose of Sigma Alpha 
Sigma is to stimulate 
professional interest in office and secretarial 
administration and to recognize those who 
attain excellence in this field. 








Miss Jones 


During its meeting in Louisville, Sigma 
Alpha Sigma laid plans for a program of 
expansion in four-year universities and col- 
leges offering programs in office and secre- 
tarial administration. The fraternity was 
founded in 1940 at Oklahoma State Uni- 
versity. Miss Jones is the sponsor of the 
University of Southern California Chapter. 

Officers elected in addition to Miss Jones 
are: vice-president, C. W. Clements, Mary 
Hardin-Baylor College, Belton, Texas; sec- 
retary, Elizabeth O’Dell, School of Business, 
University of South Carolina, Columbia; 
treasurer, Ruth Williams, College of Busi- 
ness, Oklahoma State University, Stillwater; 
historian, Lelah Brownfield, Alabama State 
College for Women, Montevallo; and im- 
mediate past president, Helen J. Recknagel, 
School of Hotel Administration, Cornell 
University, Ithaca, New York. 








Herold Hunt Is Chairman 
of Family Finance 


Dr. Herold C. Hunt, Eliot Professor of 
Education of the Harvard Graduate School 
of Education, has been elected chairman of 
the National Committee for Education in 
Family Finance. Dr. Hunt formerly held 
this post from 1947 until 1955, when he 
became Under Secretary of the Department 
of Health, Education and Welfare. He left 
government service in 1957 to return to 
Harvard. He succeeds Dr. Benjamin C. 
Willis, general superintendent of schools of 
Chicago, Illinois, as chairman of the National 
Committee. 

New members just elected to the National 
Committee include: Dr. Clifford Bebell, 
director of curriculum services of the Colo- 
rado Department of Education; Virginia R. 
Gilliam, supervisor of homemaking educa- 
tion of Norfolk, Virginia, public schools; 


Dr. Walter O. Menge, president of Lincoln 
National Life Insurance Company, Fort 
Wayne, Indiana; Dr. Rufus A. Putnam, 
superintendent of Minneapolis, Minnesota, 
public schools; Dr. Lindley J. Stiles, Dean 
of the School of Education of the University 
of Wisconsin. 

The National Committee for Education 
in Family Finance was organized in 1947 to 
encourage schools to teach the elements of 
sound personal and family money manage- 
ment. With the assistance of the Institute 
of Life Insurance, the National Committee 
has been instrumental in organizing summer 
workshops and other teacher-training pro- 
grams in family finance at universities across 
the country and in Puerto Rico. It has also 
helped school systems to set up in-service 
training programs for teachers. 








Pennsylvania Business Educators 


At a meeting of the Pennsylvania Business 
Educators Association, held December 27, 
1957, in Harrisburg in connection with the 
annual convention of the Pennsylvania State 
Education Association, the following officers 
were elected for the year 1958: president, 
Dr. T. H. Penar, Grove City College, Grove 
City; first vice-president, Gladys Worth, 
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Scott High School, Coatesville; second vice- 
president, Mrs. Beatrice Hicks, State 
Teachers College, Indiana; secretary, Edith 
Fairlamb, Reading Senior High School, 
Reading; treasurer, William Whiteley, Read- 
ing Senior High School, Reading; editor, 
Phillip E. Moore, Reading Senior High 
School, Reading. 
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At the annual meeting of the Kansas 
Business Teachers Association in Topeka on 
November 8, Ephner Bowin, Junior College, 
Parsons, was elected president. The other 
officers are: vice-president, Warren L. Peter- 
son, High School, Plains; secretary-treasurer, 
Eunice Gunnarson, High School, Lindsborg; 
executive secretary, Fred S. Jarvis, High 
School, Abilene. 

Members of the Board of Directors are: 
Jesse Teele, Ruth Koutz, Walter Rinehart, 
‘Thelma Daggett, and Orville P. Kliewer. 

There were three panel discussions. A re- 
port of the panel discussions on “Organizing 
An Office Machines Course in High School” 
is as follows: 

“If I were setting up an office machines 
course, the machines I would ask for and 
in order of importance would be — a ten-key 
adding listing machine, semi-automatic ro- 
tary calculator, a key-driven calculator, and 
a full-keyboard adding listing machine” — 
so said Felix Shular of Shawnee Mission High 
School. Mr. Shular appeared on the panel 
on “Problems and Solutions in Organizing 
an Office Machines Course in High School” 
along with Rex Woodrow, Mound Valley 
High School, and C. A. Swenson of Kansas 
State Teachers College, Pittsburg. Mr. Swen- 
son was chairman of the panel. Other ma- 
chines, Mr. Shular said, such a department 
should have are duplicators, transcribing 
machines, electric typewriter(s), and a print- 
ing calculator if the school can afford it. 


Kansas State Meeting 


The question “Can a small high school 
afford such a course?” was answered by 
Mr. Woodrow whose school has only 42 
students. “If a school is large enough to 
operate, it is large enough to offer an Office 
Machines Course.” His school has used the 
rental plan in providing machines for the 
course. 

“Is it hard to sell a community on such a 
course?” In most cases perhaps the best way 
to get in an office machines course is to sell 
it to the administrator and to the board of 
education. This may come about through 
the demand brought by the students. In 
order to do this you may have to show 
whether there is a demand for such machines 
in employment in your community or nearby 
communities. A good way to obtain in- 
formation on what type occupations are in 
most demand is through your federa! em- 
ployment agency. 

Mr. Swenson offered a word of caution 
when recommending students from an office 
machines course: “Do not make the mistake 
of saying that a student has a working knowl- 
edge when he has only an acquaintanceship 
knowledge of a machine. Do not get mixed 
up too much with such machines as the 
Comptometer unless you can give a full 
course.” 

“Students having an acquaintanceship 
with business machines do well in business 
machines courses in college,” said Mr. Swen- 
son. 








Ohio Business Teachers 
Meeting 


The annual convention of the Ohio Busi- 
ness Teachers Association will be held Fri- 
day and Saturday, April 18 and 19, at the 
Commodore Perry Hotel in Toledo, Ohio. 
.*Along with the general meeting, Friday 
evening will feature an address by Dr. Asa 
Knowles, president of Toledo University. 

After the business meeting on Saturday 
morning a live T.V. demonstration in the 
teaching of typewriting will be given by 
Dr. T. James Crawford of Indiana Univer- 


sity, Bloomington, Indiana, and Dr, Frank 
Liguori, University of Cincinnati, Cincinnati, 
Ohio. Immediately following the television 
demonstration of typewriting, there will 
be related group discussions on the possi- 
bility of using television to teach all the 
business subjects. 

The Saturday luncheon address will be 
given by Robert Slaughter, vice-president, 
Gregg Publishing Division, McGraw-Hill 
Book Company. 
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STATISTICAL TYPING 
Second Edition by S. J. Wanous 


STATISTICAL TYPING is recommended for special emphasis in tabulating in the typewriting course. The book is well 
planned with special review drills followed by exercises which emphasize special problems in centering and tabulating. 


List price, 80 cents. 
SOUTH-WESTERN PUBLISHING CO. 


Chicago 5 San Francisco 3 Dallas 2 
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Projects 
in 
Clerieal 
Practice 


By Goodfellow 


and Rosenberg 


PROJECTS IN CLERICAL PRACTICE is an 
illustrated textbook-workbook. It contains a 
series of six projects as shown below. These 
projects provide a variety of activities in- 
volving clerical duties — writing checks; 
keeping a purchases invoice register and other 
business records; taking stock; calculating 
tax deductions; preparing cash register tallies, 
reports of past-due accounts, alphabetic and 
numeric indexes, and daily and periodic 
summary sheets for salesmen; and handling 
complaints and making adjustments. 


The projects are as follows: 


Project 1 — The Variety Drug Store 

Project 2 — The Quality Grocery 

Project 3—The Community Depart- 
ment Store 

Project 4— The Retail Jewelry and Ap- 
pliance Company 

Project 5— The Superior Baking Com- 
pany 

Project 6 — The Security Life Insurance 
Company 
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Indiana Clinic at 
Terre Haute 


Indiana State Teachers College, Terre 
Haute, will hold its nineteenth annual Busi- 
ness Education Clinic on April 25 and 26. 
The opening session will feature Dr. Paul 
Lomax, professor emeritus, New York 
University, speaking on “Opportunities and 
Responsibilities in Business and in Business 
Education.” 

Dr. Inez Ray Wells, Ohio State Univer- 
sity, Columbus, will address the group at a 
Friday evening banquet sponsored by Pi 
Omega Pi. Dr. Herman Enterline, Indiana 
University, Bloomington, will speak at a 
general session Saturday morning. Following 
this address, members of the Heart of the 
Nation Chapter of the National Secretaries 
Association will sponsor a coffee hour in 
honor of Dr. Wells, currently dean of the 
Institute for Certifying Secretaries. 

Interest group meetings will be held Friday 
afternoon and Saturday morning. Groups 
will be classified as follows: (1) Supervision 
of Student Teachers, (2) Bookkeeping and 
Clerical Practice, (3) Basic Business, and 
(4) Secretarial Studies. Dr. Wells, Dr. Lo- 
max, Dr. Enterline, and Robert Hoskinson 
will serve as consultants for the several group 
meetings. Discussions will be summarized at 
a noon luncheon on Saturday. 

Additional information may be obtained 
from Dr. Paul Muse, Chairman, Department 
of Business, Indiana State Teachers College, 
Terre Haute, Indiana. Reservations for the 
Friday evening banquet and for the Saturday 
luncheon should be mailed to Miss Ruthetta 
Krause, Department of Business, Indiana 
State Teachers College, Terre Haute, Indi- 
ana. 

2 e * 


Consumer Conference 
in Cincinnati 


The annual conference of the Council on 
Consumer Education will meet at the Uni- 
versity of Cincinnati on April 10 to 12, 1958. 

This Council includes teachers of business, 
social studies, and home economics who are 
interested in consumer education. Marjorie 
East, Pennsylvania State University, Uni- 
versity Park, is president. The executive 
secretary is Ramon P. Heimerl of Colorado 
State College, Greeley. 

Chairman of the Conference Committee 
is Colston Warne of Amherst College, 
Amherst, Massachusetts. 

The fee for a regular membership is $2. 
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Gabriel Naccarato 
Receives Doctorate 





Gabriel Naccarato, as- 
sistant professor of busi- 
ness administration at 
St. Mary of the Plains 
College, Dodge City, 
Kansas, received the 
Doctor of Education 
(Ed.D.) degree at the 
University of Arkansas, 
Fayetteville, on Janu- 
ary 25. 

Dr. Naccarato’s doc- 
toral thesis is ‘‘A 
Comparison of the Pur- 
poses and Functions of 
Private Colleges, With 
Emphasis Upon a Criti- 
cal and Evaluative Analysis of St. Mary of the 
Plains College, Dodge City, Kansas.” He 
has been on leave of absence from St. Mary 
of the Plains College since last June, to com- 
plete residence and other requirements for 
his doctoral degree. Dr. Naccarato, who 
joined the faculty of St. Mary of the Plains 
College in September, 1954, had served as 
superintendent of schools at Collins, Mis- 
souri, and as an instructor in the high school 
at Arma, Kansas, and at Highland Junior 
College, Highland, Kansas. During World 
War II he served as a warrant officer in the 
United States Army. 

Dr. Naccarato received his Bachelor of 
Science degree in 1938 and was one of two 
who received his M.S. degree from Kansas 
State Teachers College, Pittsburg, in 1941 
with a major in commercial education. 








Dr. Naccarato 


C.B.E.A. News 


Puerto Rican Unit. Sister Miriam Therese, 
C.S.J., retiring chairman of the Puerto 
Rican Unit of the Catholic Business Edu- 
cation Association, has received a new as- 
signment taking her out of business edu- 
cation and now making her the dean of 
women at the Catholic University of Puerto 
Rico. The membership of this unit has 
grown from 52 in 1955-56 to 94 members in 
1956-57. The new officers are: chairman, 
Marina Lledo; co-chairman, Mrs. Carmen R. 
Roque; secretary, Mrs. Thelma P. de 
Gonzalez. Rafael Mercado and Pedro Luis 
Figueroa remain in office as treasurer and 
publicity coordinator respectively. 
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Southern Unit. Sister Bernadette Marie, 
C.D.P., chairman of the Southern Unit of 
the Catholic Business Education Associ- 
ation, has announced that for the remainder 
of this term Sister M. Emilia, C.C.V.L., is 
replacing Brother Joachim, §.C., as co- 
chairman; Brother J. Alfred, F.S.C., replaces 
Sister M. Carol, R.S.M., as publicity direc- 
tor; Sister Paul Joseph, C.D.P., is replacing 
Sister Rose Annelle, C.D.P., as Alexandria 
Contest Chairman. Brother Joachim has 
been assigned to the missions in British 
East Africa. 


N.A.B.T.E. Features 
Distinguished Lecture 


A special feature of the 1958 National 
Association for Business Teacher Education 
convention program was the first “Distin- 
guished Lecture in Business Teacher Edu- 
cation” presented by Dr. Paul Lomax, 
Southern Illinois University, Carbondale, 
and professor emeritus of New York Uni- 
versity. “Business Teacher Education and 
the Missile Age” was the title of this pres- 
entation. 

This lecture was presented at the opening 
of the convention at the Conrad Hilton Hotel 
on Thursday afternoon, Feburary 20. It 
is planned that the lecture will be published 
and distributed to all members of the Asso- 
ciation. The N.A.B.T.E. Executive Board 
plans to feature the “Distinguished Lecture”’ 
as an annual affair, according to John L. 
Rowe, president of the Association. 





101 TYPEWRITING TIMED 
WRITINGS 


by Thompson & Phillips 
* 


A wir-o bound book with a stiff cover that 
will stand on its edges. This book provides 
a selection of timed writings varying in 
length from 4% minute to 15 minutes. Special 
drills are included of the following types: 
rhythm, common words, common phrases, 
speed sentences, double-letter drills, goal 
typing, and many others. 


List price, $1.16 
* 
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New Rochelle, N. Y. 
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Georgia Convention 


The Georgia Business Education Associa- 
tion will hold its annual meeting in Atlanta 
on March 20 and 21. The Fellowship Dinner 
will be held in the Town House Restaurant 
at 6:30 p.m. on March 20, and the business 
meeting will be held on Friday, March 21, 
in the Sky Room of the Municipal Audi- 
torium. 

Dr. Frank M. Herndon, head of the 
Department of Business, Mississippi State 
College for Women, Columbus, Mississippi, 
will speak on the subject “Promoting and 
Developing Business Education.” 


Alabama Business Teachers Meet 


The business education teachers of Ala- 
bama will have their annual luncheon meeting 
during the Alabama Education Association 
convention on Friday, -March 28, at the 
Sixth Avenue Presbyterian Church in Bir- 
mingham, Alabama. 

The speaker for this meeting will be 


The president of the association i: 
Mrs. J. B. Ward, Murphy High School, 
Mobile. 





Wanted: Business Teacher 
for Foreign Assignment 


The territorial College of Agana, 
Guam, a U.S. Territory, needs a well- 
qualified teacher in business education 
to start in June or September, 1958, 
and another teacher in September, 
1959. Here is a great opportunity for 
a 2-year teaching experience on a 
delightful tropical island in Mid- 
Pacific. Those who have taught there 
have enjoyed the experience. The 
salary is quite attractive. Transpor- 
tation and the shipping of household 
goods is at Government expense. 
Housing is available at reasonable 
rates. 

For information, write air mail to 
Dr. Harm Harms, Head of Business 


oe ee ee ee ee ae 


—_ a Geri ene a a 


Henry J. Boer, editor of the Business 
Teacher.. His topic will be “Animism, 
Atomism, Automation, and Alchemy.” 


Education Program, Territorial Col- 
lege, Agana, Guam. 











RECORD KEEPING 
FOR EVERYONE 


for a 2nd Edition — By Moore and Wheland 


special 


Here is a book that is recommended for all academic 
one-semester students, an introductory course ea business stu- 
dents, a course for home economics students, or a 
general course for business students who will not 
study regular bookkeeping. Besides studying records 
and budgets for individuals, groups, and professional 


men, it also introduces the student to business 


course 





records. A very strong feature is found in a group of 
three chapters which show in a simple manner how a 
corporation is organized, the stock is sold, the board 
of directors is elected, the officers are elected, the 


business is operated, and the records are kept. 


Available with 
a workbook and 
projects 
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Motivation for Advanced 
Typing Classes 
(Submitted by C. C. Clayton, 


Knoxville High School, 
Knoxville, Iowa) 


In most advanced typing classes the “law 
of diminishing returns” is very noticeable. 
Ordinarily, a first-year typing student can 
see great strides in progress for the greater 
part of the year. However, somewhere along 
the line — between the end of the first year 
and the middle of the third semester — the 
student’s continual improvement in speed 
and accuracy seems to wane. He levels off 
and falls into a rut that is usually difficult 
to overcome. 

What can the advanced typing teacher 
do to overcome these plateaus? There is, 
of course, no one single answer. But if the 
individual student is allowed to compete with 
himself for points (rather than with the rest 
of the class) he will usually respond to a 
greater degree than he would otherwise. 

I find that, although I have my beginning 
typing students keep individual charts, 
advanced students do not object to the keep- 
ing of a bar chart on the bulletin board 
showing individual progress. On the con- 
trary, it promotes competition. 

For the students who are a little behind 
the others, however, an individual-rating 
point system seems to incite more moti- 
vation. 

Following is an “Advanced Typing Prog- 
ress Sheet” I use in advanced typing which 
allows the individual student to compete with 
himself instead of the entire class. The 
student is given points for starting speed at 
the beginning of the grading period and for 
achieving an increase in net rate in the 
various brackets indicated. Net rate is 
determined by deducting ten words for 
each error on a five-minute writing with a 
maximum of five errors per writing. 

The total points earned during the grading 
period may then be used for grading pur- 
poses. 

The points allowed for improvement with- 
in each bracket should be kept flexible and 
adjusted from time to time as the need may 
arise, usually allowing more points for each 
wpm improvement as the year progresses. 


ADVANCED TYPING 
PROGRESS SHEET 





(Name) 
Six Weeks’ Goal 





Points 


_—____Points for starting speed at the beginning of the 
six weeks’ period. 
Points for improvement in “20-30” wpm bracket. 
Points for improvement in “31-40” wpm bracket. 
______Points for improvement in “41-50” wpm bracket. 
Points for improvement in “51-60” wpm bracket. 
Points for improvement in “61-70” wpm bracket. 
Points for improvement in “71-80” wpm bracket. 

















Total points earned during six weeks’ period. 
Point Chart 


1 Point for each wpm for the six weeks’ starting 
speed. 

5 Points for each wpm improvement in 20-30 wpm 
bracket. 


10 Points for each wpm improvement in 31-40 wpm 
bracket. 


20 Points for each wpm improvement in 41-50 wpm 
bracket. 


30 Points for each wpm improvement in 51-60 wpm 
bracket. 


40 Points for each wpm improvement in 61-70 wpm 
bracket. ase 


50 Points for each wpm improvement in 71-80 wpm 
bracket. 





At the beginning of each grading period, 
each student sets a goal which he strives to 
attain during the ensuing weeks. 

Each student keeps his own “Progress 
Sheet” up to date during the grading period, 
adjusting the points he has accumulated 
each time he improves his net rate. Just 
before the “Progress Sheet” is turned in, 
the teacher double-checks the points against 
the bar chart (in cooperation with the stu- 
dent) to see if the points have been computed 
correctly. 

The brackets may be five-word brackets 
instead of ten-word brackets if the teacher 
thinks this will provide better scoring. 





independent of a textbook, 
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BUSINESS PRACTICE 


This practice set may be used for general business or record keeping courses. It contains 62 transactions with 78 business 
forms required in keeping the records of a retail office supply and equipment store, It can be used with any textbook or 


List price, $1.76 ~ 
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WORLD 
GEOGRAPHY 


(Economic, Political, and Regional) 





Fifth Edition 





By Pounds and Cooper 











... relates man’s activities to the world- 
wide aspects of regional, economic, 
and political geography. 


Man's economic activity in the various regions of the world is the focal point 
in all discussions in WORLD GEOGRAPHY, Fifth Edition. The interdependence 
of one region upon the economic products and natural resources of other regions 
is discussed. The relation of political geography — boundaries, exchanges of 
territories, government activities, population, and migration —to economic 
geography is also emphasized. 


In WORLD GEOGRAPHY a scholarly treatment has been accomplished in a 
fiction-like style that will capture the interest of every student. A two-column 
presentation of textual material plus a careful selection of 
photographs, illustrations, and maps help to make the book 
readable, attractive, and understandable. End-of-chapter 
materials are designed to motivate and hold the students 
interest and include: (a) Text (Questions, (b) Problems, 
(c) Projects, and (d) Topics for Class Discussion. 
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A workbook and a series of achievement 


tests are also availahle. 
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For secretaries with aspirations of reach- 
ing the top of the ladder, some helpful 
advice can be obtained from a Michigan 
State University study of top-flight secre- 
taries of many of the nation’s leading exec- 
utives. 

Gene McCann of the Department of Busi- 
ness Education and Secretarial Studies at 
Michigan State University discovered sev- 
eral unusual facts concerning the rise of a 
top-notch secretary from the stenographer 
ranks. He surveyed only the top girls in 
their field, the ones picked by presidents of 
corporations listed on the New York Stock 
Exchange, bank presidents, and governors 
of several states. 

You’d do well to know the basic secre- 
tarial skills, according to McCann’s findings, 
but you’d better have a lot more on the ball 
to be the boss’s No. 1 “Girl Friday.” 

Only 18 per cent of those surveyed felt 
stenographic skills to be more important 
than general business understanding. Where 
did they get their knowledge of business 
operation? According to the survey, the 
majority of girls spent their spare time in 
extra study programs. 

Besides the extra study, Mr. McCann 
found 92 per cent of the girls agreed that 
seeking new responsibilities beyond the 
ordinary job requirements was important 
in their success. 

He summed up his findings by saying, 
“A stenographer with at least average 
intelligence and stenographic skills, but who 
is above average in initiative, courteousness 
and who has a friendly attitude toward 
people should make a very good secretary.” 

When asked for. suggestions and advice 
to young secretaries who want to get ahead, 
Mr. McCann stressed the importance of a 
“winning smile, pleasing voice for visitors 


Study of Outstanding Secretaries 


and telephone callers, the proper attire, and 
acting like a lady.” 

“When you see your boss doing something 
you feel you could do just as well, suggest 
he allow you to do the task,” advised Mr. 
McCann. He pointed out that 91 per cent 
of the girls reported their bosses welcomed 
the suggestions. 

To girls still in high school who may want 
to become secretaries, McCann passed along 
the advice of a consensus of the group 
surveyed: “Take a well-rounded academic 
course of study in high school. If it is 
impossible for you to attend college, learn 
the secretarial skills in addition to the 
regular high school program or in a good 
business college.” 

“While only 7 per cent of the total sample 
finished a collegiate secretarial course,” 
related Mr. McCann, “I believe the newness 
of such programs is the reason rather than 
their unpopularity. Perhaps, if top-level 
secretaries are questioned about their edu- 
cational backgrounds ten or fifteen years 
from now, two- and four-year college secre- 
tarial programs will be described as ‘the 
course most widely attended by the top- 
flight secretary.’ ” 

Continuing Mr. McCann said, “The col- 
lege secretarial course of today provides not 
only training in stenographic skills but a 
broad general business education as well.” 

The Michigan State researcher expressed 
surprise at one finding of the survey: De- 
spite the extensive use of on-job-training 
programs by American industry, only 12 
per cent of the secretaries replied that they 
had been given such an opportunity. Ninety- 
nine per cent of the group indicated a desire 
to have participated in such a training pro- 
gram. Instead they obtained their extra 
training on their own. 











88 cents. 
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STENOGRAPHER’S REFERENCE MANUAL 


The STENOGRAPHER’S REFERENCE MANUAL is a 154-page, paper-bound 
book, covering such topics as care of the mail, style letters, capitalization, care of 
the typewriter, abbreviations, punctuation, and many other references that are 
valuable in the classroom and valuable as a permanent reference for all office 
workers. It is priced reasonably enough for every student to have one. List price, 
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DIFFERENT . . . 
TIMESAVING .. . 
TYPING BOOK YOU 
REQUESTED FOR _ 
BETTER RESULTS 
IN YOUR CLASSES. 








- 


~~ 
Suggestions from typing teachers were a contributing factor in the building 
of the seventh edition — a truly outstanding contribution to smoother, 
more effective teaching. The result is a better arranged and easier textbook 
to follow, both for the teacher and the student. The specific instructions 
and the lettering of the different parts of each lesson are eye-catching and 
easier to read. Emphasis on one-syllable words in the early lessons, liberal 
use of technique cues, simplified determination of word rates, emphasis 
on appropriate levels of practice, organized coverage of related learnings, 
and the judicious use of color throughout the book are but a few of the 
many innovations and improvements that were included to give you a 
superior teaching and learning tool in your typewriting classes. 


The only way you can tell what these and the many other new features 
will do for your students is to try the seventh edition in your classes, the 
“proving ground’’ of any typewriting book. You will be more than 
pleased with how easily, quickly, and smoothly this book will develop 
a high rate of speed with control on straight copy and office production 
problems. 





LW 
>>” 
> 








SOUTH-WESTERNP 


(Specialists in Business ad | 


Cincinnati 27 New Rochelle, N.Y. (hi 





te WEW 7? Editi 


¥" CENTURY 











NPUBLISHING CO. 


sss ald Economic Education) 
(hicago5 San Francisco3 Dallas 2 


TYPEWRITING 


By D. D. Lessenberry, T. James Crawford, and Lawrence W. Erickson 





Morte attention is given in the seventh edition to 
improved perceptibility and legibility of the printed 
page. The appearance of a page in a typewriting 
book is of great importance since the student must 
at all times be looking at copy from which he is 
typing or reading directions for new learnings. 
Color is judiciously used for emphasis and attrac- 
tiveness in the seventh edition. Copy is spaced to 
increase readability. A new, simple, clear, clean, 
12-point type of medium boldness is used for the 
copy material beginning with Lesson 51. This new 
type gives desirable uniformity of boldness and 
compactness of letters and permits more space 
between words which helps the student to focus 
his attention more easily on a word at a time in- 
stead of a letter at a time. A shorter line is also 
used in the seventh edition to make the copy easier 
to read. 








.. Program .. 


Eastern Business Teachers Association 


Yankee Homecoming 
Sixty-first Annual Convention 


Hotel Statler, Boston, Massachusetts 
April 3, 4, and 5, 1958 


Theme: “Current Problems in Business Education” 


The sixty-first annual 
convention of the Eastern 
Business Teachers Asso- 
ciation will be the scene 
of a “Yankee Home- 
coming” at the Statler 
Hotel in Boston, Massa- 
chusetts, on April 3-5, 
1958. The theme of the 
convention is “Current 
Problems in Business 
Education — (Our Mem- 
bers Present Their View- 
points).” 

In celebration of the 
“Yankee Homecoming,” 
president of the Home- 
coming Association, Jack Frost, will have a 
member of E.B.T.A. draw for a $200 scholar- 
ship. This scholarship may be presented to 
any student in the drawee’s school. 

The keynote address will be delivered by 
Dr. William J. Sanders, Commissioner of 
Education for the State of Connecticut, at 
the first General Meeting on Thursday, 





Paul Boynton 


April3. Dr. Sanders’ address will be “‘A Look * 


Ahead at the High School Curriculum.” 

This year, in place of the banquet speaker 
on Thursday evening, there is a planned 
program of entertainment. 

The convention will officially open with 
sectional meetings at 9:45 a.m. on Thursday, 
April 3. 

Paul Boynton, Consultant in Business 
Education, State of Connecticut, Hartford, 
is the president of E.B.T.A. The other 
officers, board members, and committee 
chairmen are as _ follows: vice-president, 
John M. Canty, director of business educa- 
tion, Boston Public Schools, Boston, Massa- 
chusetts; secretary, Mary E. Connelly, 
Boston University, Boston, Massachusetts; 
treasurer, Earl F. Rock, Newark, New 
Jersey ; board member, Dorothy C. Finkelhor, 
Business Training College, Pittsburgh, Penn- 
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sylvania; board member, Albert L. Fisher, 
Fisher Junior College, Boston, Massachu- 
setts; board member, Joseph Gruber, New 
York City Board of Education, Brooklyn, 
New York; board member, F. Howard 
Strouse, supervisor of business education, 
Board of Education, Philadelphia, Pennsy]- 
vania; board member, Herbert A. Tonne, 
New York University, New York City; 
board member (ex-officio), William M. 
Polishook, Teachers College, Temple Uni- 
versity, Philadelphia, Pennsylvania; pro- 
gram director, Emma M. Audesirk, Northern 
Valley Regional High School, Demarest, 
New Jersey; associate program director, 
Florence McGilvray, Wellesley High School, 
Wellesley, Massachusetts; co-chairman of 
exhibits, Theodore N. LaMonte, New York 
City Public Schools, Jamaica Estates, New 
York; co-chairman of exhibits, Arthur H. 
Rubin, Patrick Henry Junior High School, 
New York City; membership chairman, 
Raymond F. Brecker, Board of Education, 
Buffalo, New York; public relations chair- 
man, Anne M. Hogan, Putnam High School, 
Putnam, Connecticut; general chairman of 
local committees, John S. Dooley, Brighton 
High School, Brighton, Massachusetts. 


The complete program follows: 


Special Convention Activities: 


61st Annual Banquet of E.B.T.A. 
Thursday, 6:45 P.M. - 

Albany State College for Teachers Break- 
fast — Friday, 8 a.m. 

Connecticut Business Education Teachers 
Luncheon — Friday, 12:00 noon 

Columbia Teachers College Alumni Break- 
fast — Saturday, 8 A.M. 

Delta Pi Epsilon Dinner 





Friday, 


6:00 P.M. 
Fellowship Luncheon — Thursday, 12 noon 
Pi Omega Pi Luncheon — Friday, 
12:30 p.m. 

th 
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Syracuse University Alumni Coffee Hour 
— Friday, 4:30 p.m. 


Wednesday, April 2 


9:00 A.M. 
Executive Board Meeting 

11:00 A.M. 
Exhibitors’ Meeting 

4:00 P.M. 
Joint Meeting — Chairmen of Local Com- 

mittees and Executive Board 

7:30 p.m.—8:30 P.M. 

Early Registration 


Thursday, April 3 


9:00 a.m.—5:30 P.M. 
Registration of Members 
10:30 A.M. 
Official Tour of Exhibits by Executive 
Board and Local Committee Chairmen 


Thursday, April 3 


Administration and Supervision in Business 
Education in the Public Schools 


Section Meeting 


9:45 A.M.—11:30 A.M. 

Under the direction of William M. Poli- 
shook, assistant dean, Teachers College, 
Temple University, Philadelphia, Penn- 
sylvania 

Chairman: Charles L. Sewall, education 
director, Burdett College, Boston, Mas- 
sachusetts 

Assistant Chairman: Marion Coleman, 
Temple University, Philadelphia, Penn- 


sylvania 
Topic: “Effective Supervision” 
Participants: 
Moderator: Sidney Galper, head, Com- 
mercial Department, Salem High 


School, Salem, Massachusetts 

“The Impact of the Single Curriculum 
on Effective Supervision”” — William 
M. Polishook, Temple University, 
Philadelphia, Pennsylvania 

“The Supervisor’s Role in a Large City 
System” F. Howard Strouse, 
supervisor of business education, 
Philadelphia, Pennsylvania 

“The Head of Department’s Role in the 
High School’ — Sidney Galper, head, 
Commercial Department, Salem High 
School, Salem, Massachusetts 

Question Period and General Discussion 
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Thursday, April 3 
Junior College — Section Meeting 


9:45 a.M.—11:30 a.m. 

Under the direction of Albert L. Fisher, 
Fisher Junior College, Boston, Massa- 
chusetts 

Chairman: Mrs. Jean Sortevik, head of the 
Secretarial Science Department, Endi- 
cott Junior College, Beverly, Massa- 
chusetts 

Topic: “Liberal Arts Is an Important Part 
in the Modern Education of an Execu- 
tive Secretary” 

Participants: 

From Point of View of: 

1. A Junior College with a Secretarial 
Science Department — Frank E. 
Hobson, Jr., dean of faculty, Dean 
Junior College, Franklin, Massa- 
chusetts 

2. A Junior College that is Terminal in 
the Secretarial Science Field — 
Margaret E. Dick, chairman, Secre- 
tarial Department, Bay Path Junior 
College, Longmeadow, Massachu- 
setts 

3. An Executive Secretary who is a 
Junior College Graduate — Mary 
Wotton, secretary to the president, 
Eastern Gas and Fuel Associates, 
Boston, Massachusetts 


Question Period and General Discussion 


Thursday, April 3 
Private School Administration 
Section Meeting 


9:45 a.M.—11:30 A.M. 

Under the direction of Dorothy C. Finkel- 
hor, Business Training College, Pitts- 
burgh, Pennsylvania 

Chairman: Jay W. Miller, Goldey Beacom 
School of Business, Wilmington, Dela- 
ware 

Topic: “Education for Tomorrow — In- 
dustry’s Expanding Sponsorship of Edu- 
cation Through Business Schools” 

Participants: 

J. Gordon MacKinnon, Dale Carnegie 
Sponsor, Boston Area 

James Kelly, Business Training College, 
Pittsburgh, Pennsylvania 

Sally Weimer, dean, Duff’s Iron City 
Business Institute, Pittsburgh, Penn- 
sylvania 
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Thursday, April 3 
Fellowship Luncheon 


12:00 Noon 

Sponsored by the independent business 
schools (All E.B.T.A. members are in- 
vited) 

Under the direction of Albert L. Fisher, 
Fisher Junior College, Boston, Massa- 
chusetts 

Chairman: Chesley Husson, president, 
Husson College, Bangor, Maine, and 
president, Accrediting Commission for 
Business Schools 

Speaker: William J. Bird, executive vice- 
president, Boston Chamber of Com- 
merce 


Thursday, April 3 
Opening General Meeting 


2:30 P.M. 
Presiding: Paul M. Boynton, president of 
E.B.T.A. 
Welcome: Foster Furcolo, governor, State 
of Massachusetts 
Greetings: John B. Hynes, mayor of the 
City of Boston 
Dennis C. Haley, Superintendent of 
Public Schools, Boston, Massachu- 
setts 
Response: John M. Canty, vice-president 
of E.B.T.A. 
Keynote Address: William J. Sanders, 
commissioner of education, State of 
Connecticut 


Good Friday, April 4 


All morning meetings will close promptly 
at 11:30 a.m. so that members can attend 
religious services in the churches of Boston. 
Afternoon meetings will run from 3:15 to 
5:00 P.M. 

Exhibits will be open all day. 
3:00 P.M. 

Posting of the report of the Nominating 

Committee 


Friday, April 4 


Secretarial Area 
including 
Shorthand, Typewriting, and 
Secretarial Training 
Ballroom 


9:45 a.M.—10:05 a.m. 
General Meeting 
Under the direction of Joseph Gruber, 


director of business education, City of 
New York 
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Chairman: Joseph Gruber, E.B.T.A. 
Executive Board 
Keynoter: Mary E. Oliverio, associate 


professor, Business Education Depart- 
ment, Teachers College, Columbia Uni- 
versity, New York, New York 


10:15 a.m.—11:30 a.m. 


Secretarial Area Group Conferences 


Gregg Shorthand Theory 


Discussion Leader: Adolph J. Kesten- 
baum, chairman, Secretarial Studies 
Department, Charles Evans Hughes 
High School, New York, New York 

Panel of Consultants: 

Mrs. Madeline S. Strony, Gregg Divi- 
sion, McGraw-Hill Book Company, 
New York, New York 

and 

Panel of E.B.T.A. Business Educa- 
tion Teachers 

Recorders: Cornelia Patteson, Ardsley 
High School, Ardsley, New York 
A. J. Kalbaugh, Broome Technical 

Community College, Binghamton, 
New York 


Pitman Shorthand Theory 


Discussion Leader: Seymour Rosen, 
Department of Secretarial Studies, 
Julia Richman High School, New 
York, New York 

Panel of Consultants: 

Jeanette Bely, The City College, New 
York, New York 

Adrienne Frosch, Department of Sec- 
retarial Studies, Lafayette High 
School, Brooklyn, New York 

and 

Panel of E.B.T.A. Business Educa- 
tion Teachers 

Recorder: Ethel Parkhurst, Lynn 
Classical High School, Lynn, Massa- 
chusetts 


Transcription and Secretarial Training 


Discussion Leaders: Robert Grubbs, 
University of Pittsburgh, Pittsburgh, 
Pennsylvania 
Clare M. Betz, assistant examiner, 

Board of Education, New York, 
New York 

Panel of Consultants: Vivian H. Brown, 
Senior High School, Portsmouth, New 
Hampshire 
C. Vance Allyn, Colby Junior College, 

New London, New Hampshire 
and 
Panel of E.B.T.A. Business Educa- 
tion Teachers 
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Recorder: Estelle Popham, Department 
of Business Education, Hunter Col- 
lege, New York, New York 
Typewriting 

Discussion Leader: T. James Crawford, 
School of Business, Indiana Univer- 
sity, Bloomington, Indiana 

Panel of Consultants: 

Faborn Etier, chairman, Department 
of Secretarial Studies and Business 
Education, University of Texas, 
Austin, Texas 

and 

Panel of E.B.T.A. Business Educa- 

tion Teachers 
Recorders: Eleanor M. Lambertson, 

Beverly High School, Beverly, Massa- 

chusetts 

Helen Hayes, Hamilton High School, 
Hamilton, Massachusetts 








Friday, April 4 
Office Practice Area 


including 
Machines, Clerical Practice, Filing 


9:45 a.mM.—10:05 a.m. 

General Meet ng 

Under the direction of John M. Canty, 
director of business education, Boston 
Public Schools, Boston, Massachusetts 

Chairman: D. Leo Daley, assistant super- 
intendent, Boston Public Schools, Bos- 
ton, Massachusetts 

Keynoter: James R. Meehan, chairman, 
Department of Business Education, 
Hunter College, New York, New York 


Office Practice Area Group Conferences 


10:15 aA.m.—11:30 A.M. 





Machines 
Discussion Leader: John E. Foristall, 
chief, Personnel Branch, Internal 
Revenue Service, Boston District 

Office 


Panel of Consultants: 
Margaret M. Brown, Boston Clerical 
School, Boston, Massachusetts 
Julian A. Milkes, Northport High 
School, Northport, New York 


Mrs. Alice Q. Olson, Wachusett 
Regional High School, Holden, 
Massachusetts 

and 


Panel of E.B.T.A. Business Educa- 
tion Teachers 
Recorder: Mrs. Jennie M. McVey, 
Swampscott High School, Swamp- 
scott, Massachusetts 
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Clerical Practice and Filing 


Discussion Leader: Leonard J. Porter, 
business education editor, Educa- 
tional Book Division, Prentice-Hall, 
Inc., Englewood Cliffs, New Jersey 

Panel of Consultants: 

Myrtle L. Grover, Waltham High 
School, Waltham, Massachusetts 
E. Dorothea Meyer, Hofstra College, 

Hempstead, New York 
Martha R. Murdock, Milton High 
School, Milton, Massachusetts 
and 
Panel of E.B.T.A. Business Educa- 
tion Teachers 

Recorder: Ruth Bosworth Filip, asso- 
ciate professor, Secretarial Studies, 
University of Connecticut, Storrs, 
Connecticut 


Friday, April 4 


Bookkeeping Area 
including 
Record Keeping and Business Arithmetic 


9:45 a.m.—10:05 a.m. 

General Meeting 

Under the direction of F. Howard Strouse, 
supervisor of business education, Phila- 
delphia, Pennsylvania 

Chairman: Walter A. Brower, assistant 
professor of education, Rider College, 
Trenton, New Jersey 

Keynoter: Lewis D. Boynton, chair- 
man, Business Education Department, 
Teachers College of Connecticut, New 
Britain, Connecticut 


Bookkeeping Area Group Conference 


10:15 a.M.—-11:30 a.m. 

Discussion Leader: I. David Satlow, 
Thomas Jefferson High School, Brook- 
lyn, New York 

Panel of Consultants: 

Harold Baron, chairman, Accounting 
and Business Practice Department, 
Lafayette High School, Brooklyn, 
New York 

Esther D. Flashner, chairman, Depart- 
ment of Accounting, Bay Ridge High 
School, Brooklyn, New York 

Sarando F. Giftos, head, Department of 
Business Education, Portland High 
School, Portland, Maine 


and 
Panel of E.B.T.A. Business Education 
Teachers 
Recorders: 


Vollin B. Wells, Lexington High School, 
Lexington, Massachusetts 
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Augustus C. Whelan, Jr., Norwalk High 


School, Norwalk, Connecticut 


Friday, April 4 
Basic Business Area 


9:45 a.M.-10:05 a.m. 

General Meeting 

Under the direction of Herbert A. Tonne, 
professor of education, New York Uni- 
versity, New York, New York 

Chairman: LeRoy Brendel, West Hemp- 
stead High School, Long Island, New 
York 

Assistant Chairman: Kennard E. Good- 
man, West Technical High School, New 
York, New York 

Keynoter: M. Herbert Freeman, chair- 
man, Business Education Department, 
State Teachers College, Montclair, New 
Jersey 


Basic Business Area Conference 
10:15 A.M.—11:30 A.M. 
Panel of Consultants: 
Panel of E.B.T.A. Business Education 
Teachers 
Recorder: Eunice L. Miller, State Teachers 
College, Albany, New York 


Friday, April 4 
Private School Area 


9:45 a.M.-10:05 A.M. 
General Meeting 
Under the direction of Dorothy C. Finkel- 
hor, Business Training College, Pitts- 
burgh, Pennsylvania 
Chairman: Dorothy C. Finkelhor, 
E.B.T.A. Executive Board 
Keynoter: Phyllis E. Davis, dean, Busi- 
ness Training College, Pittsburgh, Penn- 
sylvania 
Private School Area Group Conferences 
10:15 a.m.-11:30 a.m. 
Accounting 


Panel of Consultants: 

John Matook, Burdett College, Bos- 
ton, Massachusetts 

David B. Walker, Ursinus College, 
Philadelphia, Pennsylvania 

Bessie G. Sharpe, Gardner School of 
Business, Silver Springs, Maryland 

Edward I. Marton, Morse College, 
Hartford, Connecticut 


Shorthand and Transcription 
Panel of Consultants: 
Woodrow W. Baldwin, director, 
School of Business, Simmons Col- 
lege, Boston, Massachusetts 
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Mrs. Esther M. Moran, Peirce Schoo! 
of Business, Philadelphia, Penn- 
sylvania 


Donald H. Peterson, Pinkerton Acad- 
emy, Derry Village, New Hamp- 
shire 

and 

Panel of E.B.T.A. Private School 

Business Education Teachers 
Typewriting (Manual and Electric) 
Panel of Consultants: 

Angela D. Torrisi, Columbia Insti- 
tute, Philadelphia, Pennsylvania 

Ellen C. Talcott, Salter Secretarial 
School, Worcester, Massachusetts 

Donald J. Post, Post Junior College, 
Waterbury, Connecticut 

and 

Panel of E.B.T.A. Private School 

Business Education Teachers 


Friday, April 4 


Secretarial Area 
Morning Program Repeated 
Office Practice Area 
including 
Machines, Clerical Practice, Filing 


3:15 P.M.—3:35 P.M. 

General Meeting 
Under the direction of John M. Canty, 
director of business education, Boston 
Public Schools, Boston, Massachusetts 
Chairman: Bruce F. Jeffery, director, 
Business Teacher Preparation, State 
Teachers College, Salem, Massachusetts 
Keynoter: James R. Meehan, chairman, 
Department of Business Education, 
Hunter College, New York, New York 


Office Practice Group Conferences 
3:45 p.M.—5:00 P.M. 


Machines 
Discussion Leader: Marchant W. EI- 
dridge, employment manager, New 
England Mutual Life Insurance Com- 
pany, Boston, Massachusetts 
Consultants: 
Gladys Bixby, Lowell High School, 
Lowell, Massachusetts 
Mrs. Helen D. Joyce, Brighton High 
School, Brighton, Massachusetts 
John K. Keelon, English High School, 
Boston, Massachusetts 
and 
Panel of E.B.T.A. Business Educa- 
tion Teachers 
Recorder: Ruth W. Chellis, Natick 
High School, Natick, Massachusetts 


ie BALANCE SHEET 








i he a 


Clerical Practice and Filing 


Discussion Leader: Jack Grossman, 
chairman, Secretarial Studies Depart- 
ment, Dodge Vocational High School, 
New York, New York 

Consultants: 

Beatrice L. Bosworth, Brockton High 
School, Brockton, Massachusetts 
Gerald Gordon, head of Business De- 

partment, Cranston High School, 
Cranston, Rhode Island 
Doris Near, West Islip High School, 
West Islip, New York 
and 
Panel of E.B.T.A. Business Educa- 
tion Teachers 

Recorder: Woodrow W. Baldwin, direc- 
tor, School of Business, Simmons 
College, Boston, Massachusetts 


Friday, April 4 


Bookkeeping Area 
including 
Record keeping and Business Arithmetic 


3:15 P.M.—3:35 P.M. 

General Meeting 

Under the direction of F. Howard Strouse, 
supervisor of business education, Phila- 
delphia, Pennsylvania 

Keynoter: Rae D. Anderson (C.P.A.), 
vice-president and dean of faculty, 
Bentley School of Accounting and 
Finance, Boston, Massachusetts 


Bookkeeping Area Group Conference 


3:45 p.m.—5:00 P.M. 

Discussion Leader: Melvin E. Jack, head 
of Commercial Department, North 
Quincy High School, Quincy, Massa- 
chusetts 

Panel of Consultants: 

Frank W. Kerwin, Lexington High 

School, Lexington, Massachusetts 

Arthur J. Sullivan, (C.P.A.), head of 
Department of Business Education, 
English High School, Boston, Massa- 
chusetts 

Kenneth P. White, dean of men and 
head of Business Department, New- 
ton Junior College, Newtonville, Mas- 


sachusetts 
and 
Panel of E.B.T.A. Business Education 
Teachers 
Recorders: 


William F. Clynes, Old Saybrook High 
School, Old Saybrook, Connecticut 
Robert C. Waehler, Accounting Depart- 

ment, College of Business Administra- 
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tion, Boston University, Boston, 
Massachusetts 
Friday, April 4 
Distributive Education Area 
including 
Consumer Education, Salesmanship, 
Advertising 


3:15 P.M.-3:35 P.M. 

General Meeting 

Under the direction of William M. Poli- 
shook, assistant dean, Teachers College, 
Temple University, Philadelphia, Penn- 
sylvania 

Chairman: Matthew E. Cardoza, State 
Supervisor, Distributive Education, 
Montpelier, Vermont 

Keynoter: Harold E. Shapiro, state super- 
visor of distributive education, Boston, 
Massachusetts 

Topic: “The Changing Needs in Distribu- 
tion and What Distributive Education 
is Doing to Meet These Needs” 


Distributive Education Area Group Conference 


3:45 P.M.—5:00 P.M. 
Discussion Leader: Harold E. Shapiro 
Panel of Consultants: 

Helen M. Moran, director, distributive 
education, Public Schools, Boston, 
Massachusetts 

William Sheskey, vice-president, Bos- 
tonian Shoe Sales, Inc., Whitman, 
Massachusetts 

John B. Casey, headmaster, Jamaica 
Plains High School, Boston, Massa- 
chusetts 

Peter C. Quinn, personnel director, 
Wm. Filene’s Sons Co., Boston, 


Massachusetts 
and 
Panel of E.B.T.A. Business Education 
Teachers 
Commentator: Matthew E. Cardoza, 


state supervisor, distributive education, 
Montpelier, Vermont 

Recorder: Helen Cioffi, Delaware Town- 
ship High School, Merchantville, New 


Jersey 


Friday, April 4 
Student Teachers Meeting 
3:15 p.mM.—3:35 P.M. 
General Meeting 
Under the direction of Herbert A. Tonne, 


professor of education, New York Uni- 
versity, New York, New York 


319 





Chairman: Lester I. Sluder, head, Depart- 

ment of Business Education, Boston 

University, Boston, Massachusetts 

Assistant Chairman: Elizabeth D. 
Van Derveer, State Teachers College, 
Montclair, New Jersey 

Keynoter: Helen Keily, State Teachers 

College, Salem, Massachusetts 


Conference 


3:45 P.M.—5:00 P.M. 
Panel: Students from the various partici- 
pating colleges 
Recorder: Mary C. O’Toole, Boston 
College, Boston, Massachusetts 


Friday Evening, April 4 


Kinescopes of WGHB’s television pro- 
gram, “People in Business,” will be 
shown. 


Saturday, April 5 


9:15 A.M. 
General Meeting 
Under the direction of Paul M. Boynton, 
president of E.B.T.A. 
Theme: “Developing Basic Skills in Busi- 
ness Education” 


Arithmetic and Bookkeeping Panel 


Chairman: William Selden, state con- 
sultant in business education, Com- 
monwealth of Pennsylvania, Depart- 
ment of Public Instruction, Harris- 
burg, Pennsylvania 

John M. Aichele, chairman, Business 
Education Department, Milton Her- 

_ shey School, Hershey, Pennsylvania 

Harrison Cameron, assistant professor, 
Business Administration Department, 
Hillyer College, Hartford, Connecti- 
cut 

Isadore J. Feuer, chairman, Department 
of Accounting, Wingate High School, 
New York, New York 

Esther M. Turnbull, head, Business 
Education Department, Boston Pub- 
lic Schools, Girls High School, Rox- 
bury, Massachusetts 


Handwriting Panel 


Chairman: W. L. Rinehart, director, 
Rinehart Functional Handwriting 
System, Waltham, Massachusetts 

E. Francis Kane, Milton High School, 
Milton, Massachusetts 

Wesley E. Scott, director of the Division 
of Business Education, Philadelphia 
Board of Education, Department of 








Superintendents, Philadelphia, Penn 
sylvania 
Charles Seney, Putnam High School 
Putnam, Connecticut 
George F. Wrightson, principal, High 
School, Turner Falls, Massachusetts 
English and Spelling Panel 
Chairman: Mrs. Samuel E. Stewart, Jr., 
Stonington High School, Pawcatuck, 
Connecticut 
Frank Lanham, Department of Business 
Education, University of Michigan, 
Ann Arbor, Michigan 
Elsie Leffingwell, Margaret Morrison 
College, Carnegie Institute of Tech- 
nology, Pittsburgh, Pennsylvania 
Kenneth Zimmer, director, School of 
Business, Richmond Professional In- 
stitute, Richmond, Virginia 
Lucy D. Medeiros, head, Business De- 
partment, Central Falls High School, 
Central Falls, Rhode Island 
Dorothy Lee, Great Neck High School, 
Long Island, New York 
Gladys Hosey, Bethlehem Central High 
School, Delmar, New York 
Annual Business Meeting 
Election and installation of officers 
Drawing for prizes under the direction 


of John M. Canty, vice-president of 
E.B.T.A. 


Saturday, April 5 
1:00 p.m. 
President’s Luncheon 
2:30 P.M. 


Meeting of the new officers and members 
of the Executive Board 








BASIC TYPEWRITING DRILLS 
SECOND EDITION 
by S. J. Wanous 


Here is an all-purpose book that you can use 
repeatedly throughout all of your typewriting 
classes. It is a paper-bound book in which 
there are numerous different types of selective 
drills, such as those emphasizing figures, 
difficult reaches, individual letters of the 
alphabet, rhythm, difficult words, and many 
others. 


An examination copy will be sent on request 
if you will consider it for class purchase. 


List price 72 cents. 


SOUTH -WESTERN PUBLISHING CO. 


New Rochelle, N. Y. 
San Francisco 3 Dallas 2 


Cincinnati 27 
Chicago 5 








th 
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FUTURE PROMOTIONS . . . 


CLERICAL 
OFFICE PRACTICE 








<7 


2nd Edition « By Agnew, Meehan, and Loso 
office routines and procedures. 


situation. 
that the student will be more likely to succeed on the job. 


occupations. 
employees for promotion to more responsible positions. 








(Specialists in Business and Economic Education) 
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A PRACTICAL BOOK THAT PREPARES FOR 
IMMEDIATE OFFICE EMPLOYMENT AND 

















CLERICAL OFFICE PRACTICE provides training in the “Show” and “‘why” of 
It is designed to cover all common office 
duties except those dealing with dictation and transcription. Related skills 
are developed in a practical way to insure a carry-over to the real office 
Guidance is given in the development of personal qualities so 


CLERICAL OFFICE PRACTICE does more than prepare for general office 
It develops a background of understanding that qualifies 


at 





<A 


SOUTH-WESTERN PUBLISHING CO. 


Cincinnati 27 New Rochelle, N. Y. Chicago5 SanFrancisco3 Dallas 2 
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.. Program .. 


Western Business Education Association; 
California Business Education Association 


Asilomar Hotel and Conference Grounds, Pacific Grove, California 


March 28-31, 1958 


Convention Theme: “Brainstorming for Better Business Education” 











The annual convention 
of the Western Business 
Education Association 
and the California Busi- 
ness Education Associ- 
ation will be held jointly 
on March 28-31, 1958, at 
the Asilomar Hotel and 
Conference Grounds, Pa- 
cific Grove, California. 
The president of the 
Western Business Edu- 
cation Association is 
Mary Alice Wittenberg, 
Los Angeles City 





Mr. Snyder 


| Schools, Los Angeles, 
California. The president 
of the California Busi- 
ness Education Associ- 
ation is Jack Snyder, 
Santa Cruz High School, 
Santa Cruz, California. 
Serving as co-chairmen 











of the convention are 
Fred S. Cook, Stanford 


University, Palo Alto, 
California, and Claud 
Addison, Hartnell 
College, Salinas, 
California. 


Miss Wittenberg 


The complete program for the convention follows: 


Friday, March 28 


1:30 p.m.—5:30 P.M. 

Registration and Exhibits 

C.B.E.A. Executive Council Meeting 
6:00 p.m.—7:00 P.M. 

Dinner 
7:30 p.m.—9:00 P.M. 

Open House 


Saturday, March 29 


8:30 a.m.—10:00 a.m. 

Registration and Exhibits 
W.B.E.A. Board Meeting 

10:15 a.m.—12:00 Noon 

First General Session 

Greetings: Jack Snyder, C.B.E.A. presi- 
dent; Mary Alice Wittenberg, W.B.E.A. 
president; Rulon C. Van Wagenen, 
Chief, California Bureau of Business 
Education; Hollis Guy, U.B.E.A. sec- 
retary; Dorothy Travis, U.B.E.A. presi- 
dent “Brainstorming Techniques” — A 
team of five men from the advertising 
firm of Batten, Barton, Durstine and 
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Osborn will present a brainstorming 
demonstration 

Presiding: Jack Snyder, president of 
C.B.E.A. 


12:30 p.m.—1:30 P.M. 


Luncheon 
1:45 p.m.—2:30 P.M. 

Group Brainstorming Sessions — These 
will be led by a group of outstanding 
business educators. There will be 12 
groups. 

2:30 p.m.—3:00 P.M. 

Exhibits 

3:00 p.m.—3:45 P.M. 

Second General Session 

Reports from the group sessions 

Presiding: Donald Sauer, president of the 
Central Coast Section of C.B.E.A., 
Watsonville High School, Watsonville, 
California 

4:00 p.m.—6:00 p.m. 

Tours 

Exhibits 

U.B.E.A. Board Meeting 

C.B.E.A. Bay Section Meeting 


the 
BALANCE SHEET 











6:00 p.m.—8:30 P.M. . 

Dinner and Third General Session 

Speaker: Hollis Guy, U.B.E.A. Executive 
Secretary, Washington, D. C. 

Subject: “What U.B.E.A. Means to Busi- 
ness Education” 

Speaker: Dr. Harold Spears, superinten- 
dent of schools, San Francisco 

Subject: “The Role of Business Education 
in the Secondary Schools” 

Presiding: Mary Alice Wittenberg, presi- 
dent of W.B.E.A. 


9:00 p.m.—10:00 p.m. 
Hospitality Hour 


Sunday, March 30 


9:00 a.m.—12:00 Noon 
Tours and Exhibits 


10:00 a.m.—12:00 Noon 
Special meetings of the 
W.B.E.A., and other boards 


12:30 p.m.—1:30 P.m. 
Luncheon 


1:45 P.M.—2:45 P.M. 
Fourth General Session 
Speaker: Dr. Herman Enterline, Univer- 
sity of Indiana 
Subject: “Effective Teaching Techniques” 
Presiding: Clisby T. Edlefsen, W.B.E.A. 
vice-president, Boise Junior College, 
Boise, Idaho 


3:00 p.m.—4:00 P.M. 

Group Sessions — bookkeeping, business 
English, clerical practice, consumer 
education, general business, office ma- 
chines, record keeping, retailing, secre- 
tarial practice, shorthand, transcription, 
typewriting 

4:00 p.m.—6:00 P.M. 

American Business Writing Association 
meeting 

California Association of Distributive 


Educators meeting 
Exhibits, Tours 


6:00 p.m.—8:30 P.M. 

Dinner and Fifth General Session 

Speakers: Dr. Herman Enterline and 
Dr. Robert Thompson 

Subject: “New Tricks for Old Dogs” — 
A program dramatizing the use of new 
methods and tools in teaching 

Presiding: Louis Gentile, vice-president of 
C.B.E.A., Chaffey Junior College, On- 
tario, California | 


9:00 p.m.—10:00 P.M. 
Reception 


C.B.E.A., 
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Monday, March 31 


9:15 a.m.—10:15 a.m. 

Brainstorming Sessions — bookkeeping, 
business English, clerical practice, con- 
sumer education, general business, of- 
fice machines, record keeping, retailing, 
secretarial practice, shorthand, tran- 

scription, typewriting 


10:15 a.m.—11:00 a.m. 
Exhibits 


11:00 a.m.—12:15 P.M. 
Sixth General Session 
Speaker: Rulon C. Van Wagenen, chief, 
Bureau of Business Education 
Subject: “Using Your State Bureau of 
Business Education” 

Speaker: Dr. Marsdon A. Sherman, Chico 
State College 
Subject: “Using 
Techniques” 
Presiding: Dr. Milburn Wright, San Jose 

State College 


12:30 p.m.—1:30 P.M. 
Luncheon 
Introduction of New Officers 
Awarding of Door Prizes 
Presiding: Jack Snyder, 
C.B.E.A. 


Adjournment 


Your’ Brainstorming 


president of 








A Simplified Homework Routine 
(Continued from page 300) 


appropriate box. Any grade given for the 
homework assignment is not to be recorded 
on the chart, but only in the teacher’s mark- 
ing book. If the student does not turn in an 
assignment due to absence or other circum- 
stances, he has one week from the date the 
assignment was due to make it up. After that 
time, the blank space will be converted to 
an automatic F in red pencil. 

I have had amazing results with this chart 
system. Every day at the beginning of the 
period the students look at the chart to see 
if they have any blank spaces. They know 
that the chart will play an important part 
in determining their grades during a marking 
period. A vertical red line ruled across all 
names indicates that the chart is closed for 
that particular marking period and begins 
again with the next one. 

I strongly recommend this homework 
chart for all teachers who are looking for a 
way to simplify the mechanics of keeping 
an accurate record of homework completed, 
while at the same time keeping the students 
posted as to their progress. 
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Commercial Contests, Spring, 1958 











State 


Contest 
Sponsored 
B 


y 





Florida 


Indiana 


Louisiana 


New Mexico 


Missouri 


North 
Carolina 


Ohio 


| Florida Busi- 








ness Education 
Contest 
Association 


Monrovia High 
School, Mon- 
rovia, Indiana 


Louisiana State 
University, 
Baton Rouge, 
Louisiana 


New Mexico 
State Commerce 











Club, 


New Mexico | 


Highlands Uni- 
versity, 

Las Vegas, 
New Mexico 


Missouri Com- 
mercial Contest 
Association 


Department of 
Business, East 
Carolina College, 
Greenville, 
North Carolina 


State Depart- 
ment of Educa- 
tion, Columbus, 
Ohio 


Cape Girardeau 
March 29 


Maryville 
April 1 


Warrensburg 
April 1 


April 10 


| 
| April 1-2 








(preliminary) 
May 3 (final) 











April 10-11 





Lillian Rogers, 





New Mexico Highlands | 
University, Las Vegas, 


New Mexico 


| 


District State ‘ 
Contests Contests Contest Manager a a ~ 
When Held When Held | 
A ae tee | 
| 
May 10 Irma Turner, Typewriting 
| | Chamberlain High Shorthand 
| School, Tampa, Bookkeeping 
| | Florida | Machines 
April 12 Ralph Wershing, Typewriting 
| County Superintendent,| Shorthand 
Martinsville, Indiana Bookkeeping 
March 28 & 29 April 11 | Dr. Howard M. Typewriting 
Lake Charles & 12 Norton, Louisiana Shorthand 
Hammond State University, Bookkeeping 
Lafayette | Baton Rouge, Louis- Gen. Bus. 
Lutcher | iana 
Pineville 
New Orleans 
Natchitoches 
Ruston 


‘Typewriting 
Shorthand 
Bookkeeping 








April 19 | Mrs. Scott Barney, | Typewriting 
Parma High School, | Shorthand 
| Parma, Missouri | Bookkeeping 
| | Ben Griffin, | Typewriting 
Kennett High School, | Shorthand 
Kennett, Missouri | Bookkeeping 
| E. K. Devore, Typewriting 
| Northwest Missouri Shorthand 
| State College, Bookkeeping 
| Maryville, Missouri 
| Lucas Stern, Typewriting 
| Central Missouri Shorthand 
| State College, Bookkeeping 
| Warrensburg, 
| | Missouri 
| Alton V. Finch, Typewriting 
| | East Carolina 
College, Greenville, 
| North Carolina 
| April 1-2 Ray G. Wood, | Bookkeeping 
(preliminary) | State Department | 
May 3 (final) | of Education, 
| Columbus, Ohio | 





the 


BALANCE 










































































| Contest District State Subjects 
State Sponsored Contests Contests Contest Manager Included 
By When Held When Held 
Pennsylvania | Department of | None May 3 Thomas B. Martin, Typewriting 
| Business Edu- | Director of Business Shorthand 
| cation, State | Education, State Bookkeeping 
Teachers College, Teachers College, | Bus. Math. 
Bloomsburg, | Bloomsburg, | Bus. Law 
Pennsylvania | Pennsylvania | 
| 
South Dakota | Rosebud Hick- | April 12 | Charles Peterson, |T ypewriting 
ory Stick Club (tentative) Winner High School, Shorthand 
| Winner, South Dakota | Bookkeeping 
Little Sioux April 23 | Elliot H. Thoreson, 
Hickory Stick Augustana College, 
Organization Sioux Falls, South 
Dakota 
Utah Brigham Young | April 18 Evan M. Croft Typewriting 
| University, Brigham Young Uni- Shorthand 
| Provo, Utah | | versity, Provo, Utah Bookkeeping 
| 
West | Bluefield State | May 2-3 | Dr. T. Mahaffey, Typewriting 
Virginia | College, Blue- | | Bluefield State Shorthand 
| field, West | | | College, Bluefield, Bookkeeping 
| Virginia | | | West Virginia 
| 
Wisconsin | Spencerian Col- | | April 26 Mrs. Gladys Nichols, Typewriting: 
. | lege, Milwaukee, | Spencerian College, Shorthand 
| Wisconsin | Milwaukee 10, | Bookkeeping 
Wisconsin 
Wyoming | Eastern Laramie | April 9 | Paul Brown, | Typewriting 
| County High | Superintendent of | Shorthand 
| School Associa- | Schools, Egbert, Bookkeeping 
| tion Wyoming 
Other Contests 
Date and Kind | 
Type of Contest of Contest Contest Sponsored By Subjects 
Catholic Commercial Saturdays between Southern Unit of Catholic | Typewriting 


Contests 
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Mar. 1 and April 30 
in following centers: 


| San Antonio, Texas 


New Orleans, 
Louisiana 

Little Rock, 
Arkansas 

Broussard, Louisiana 
Alexandria, Louisiana 
Oklahoma City, 
Oklahoma 

Jackson, Mississippi 
Memphis, Tennessee 





| 
| 
| 
} 
| 
| 


(Concluded on page 326) 


Business Education Association | Shorthand 
(Check with Sister Bernadette 
Marie, Our Lady of the Lake 
College, San Antonio, Texas, 
general chairman, 
for specific dates) 


Bookkeeping 
Bus. Law 
Spelling 


Other Contests 
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Date and Kind P 
Type of Contest el Comtact Contest Sponsored By Subjects 
International Typewriter | April 15 Julius Nelson, Typewriter Art 
Art Contest 4006 Carlisle Avenue, & Design 
Baltimore 16, Maryland 
Little Egyptian Con- April 25 Thompsonville High School, Typewriting 
ference Contest Thompsonville, Illinois Shorthand 
| Bookkeeping 
National Commercial April 9—April 18 Teaching Aids Exchange, Typewriting 
Contest P. O. Box 1127, Shorthand 
Modesto, California Bookkeeping 
| Gen. Bus. 
Strayer College Typing March 29 (appli- Strayer College, | Typewriting 
Contest cations must be 601 13th Street, N. W. | 
received by March 21) Washington 5, D. C. 














Kansas Spring Conference 


The ninth annual Kansas Spring Business 
Education Conference will be held at Em- 
poria State Teachers’ College on Saturday, 
April 12. The theme of this year’s conference 
will be “Automation and Its Effects on 
Business Education.” The conference is 
designed to acquaint teachers with office 
automation and how it will affect business 
education in the future. 

Dr. E. Dana Gibson, chairman, Depart- 
ment of Business Education, Secretarial and 
Office Management, San Diego State College, 
San Diego, California, will be the featured 
speaker during the morning session. His 
topic will be “You and Office Automation.” 
Dr. Gibson has been active in the field in the 
last five years and has lectured in classes on 


the Integrated and Electronic Data Process- 
ing Machines. Feeling the need for addi- 
tional background, Dr. Gibson obtained a 
sabbatical leave to study their effect on 
schools of business administration, gener- 
ally, and business education departments, 
specifically. 

During the afternoon session, W. H. 
Jennings, branch manager, International 
Business Machines Corporation, Topeka, 
and H. D. Lechner, applied science repre- 
sentative, International Business Machines 
Corporation, Topeka, will speak on “The 
Effect of Office Automation on Business 
Education.” 

A question and answer session will be 
held at the close of the afternoon session. 








Pennsylvania Business 
Educators Conference 


The Western Conference of the Penn- 
sylvania Business Educators Association will 
be held April 12 at McKeesport Senior High 
School, McKeesport, Pennsylvania. 

The general session address will be given 
by Bill Keeling, assistant editor, South- 
Western Publishing Company, Cincinnati. 

The morning session will feature talks 
by Marion Wood, educational consultant, 
International Business Machines Corpo- 
ration; Earl G. Nicks, manager, Business 
Education Division, Underwood Corpo- 
ration; and John M. Aichele, chairman, 
Business Education Department, Milton 
Hershey High School. 
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The afternoon session will feature talks 
by George Anderson, Charles Zoubek, and 
Bill Keeling. 

The Eastern Section Conference will be 
held at South Mountain Junior High School, 
Allentown, Pennsylvania, on April 19. 

Officers of the Association are: president, 
Dr. Thaddeus H. Penar, Grove City College; 
first vice-president, Gladys Worth, Scott 
Senior High School, Coatesville; second vice- 
president, Mrs. Beatrice Hicks, State Teach- 
ers College, Indiana; secretary, Edith R. 
Fairlamb, Reading Senior High School, 
Reading; treasurer, William S. Whiteley, 
Reading Senior High School, Reading. 
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PH.D. for Wilmer Maedke 





Announcement has 
been made that Wilmer 
Maedke received his 
Ph.D. degree from North- 
western University, Ev- 
anston, Illinois, recently. 

Dr. Maedke taught 
business education in 
high schools in Wis- 
consin and Illinois as well 
as Northwestern Uni- 
versity. At the present 
time he is an assistant 
professor in the Depart- 
ment of Business at 
Northern [Illinois Uni- 
versity, DeKalb, Illinois. 
F The title of Dr. Maedke’s dissertation is 
“The Relative Prognosis Value of Selected 
Criteria in the Study of Shorthand Tran- 
scription in Secondary Schools in Illinois.” 











Dr. Maedke 


Northwestern University 
Business Teacher Conference 


The Fourteenth Annual Conference on 
Business Teacher Education will be held on 
Friday, July 11, 1958. This conference is 
sponsored by the Department of Business 
Teacher Education, Delta Pi Epsilon, and 
the Chicago Area Business Education Asso- 
ciation. The theme of the conference is 
“The Tomorrow of Business Education.” 
A special luncheon will be held at noon and 
the conference will close with a picnic to 
which all those attending the conference are 
invited. 


International Society 
for Business Education 


Elects Officers 


Dr. Anna Louise Eckersly, Teachers Col- 
lege of Connecticut, New Britain, Connecti- 
cut, was recently elected to the position of 
president of the International Society for 
Business Education; vice-president, Edward 
Tutak,'Jr., Plainedge High School, Mas- 
sapequa, New York; and secretary, Elizabeth 
Van Derveer, New Jersey State Teachers 
College, Upper Montclair, New Jersey. 
Hollis Guy is the executive secretary of the 
association. 
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Shorthand Education: 
First Steps 


(Continued from page 298) 


students will find a little easy. This gives 
them a sense of security and a willingness 
to try for higher speeds, having achieved 
the lower. As the letters or articles continue, 
increase speed until the students have made 
some try, at least, for the maximum require- 
ment for their particular class. Always let 
the student know the rate of speed before- 
hand. Knowledge of the goal helps. They 
cannot arrive if they don’t know where they 
are going. Continue dictating, each time 
challenging to a higher rate; each time re- 
quiring the reading of it with more fluency, 
more speed, more accuracy. Only when the 
poorest student can read with all three of 
these qualities can the teacher consider that 
part of the lesson finished. 

In presenting the next day’s lesson, the 
teacher must again use the method of pre- 
viewing difficult words. But the students 
will not find this difficult if the teacher 
intersperses her day’s lesson with the prin- 
ciples of the next lesson, thus achieving a 
kind of continuity from one day’s lesson to 
the next. The student will make connections 
from one lesson to another, and one day’s 
teaching will be the next day’s preparation. 

Proportion and fluency drills also form a 
part of the day’s work. Like any other 
motor skill, proportion of outlines and 
fluency must come with practice. Each 
day’s warmup provides excellent opportu- 
nities for doing just that. Memorized words 
and phrases used to be common. Slogans, 
proverbs, and quotations are also used. We 
have been using Scripture quotations in our 
classes and have found them successful. 
Since the stress today is on the proportion 
and not the beauty of shorthand outlines, 
the teacher will waste time if she corrects 
and has her students rewrite the outline for 
perfection of form. If the student can read 
her shorthand correctly, her outlines are 
correct. 

The fluent reading of shorthand is but the 
first step in the process of training not only 
shorthand writers and readers, but tran- 
scribers as well. I cannot stress sufficiently 
that these elementary stages of shorthand 
and typewriting are the field where tran- 
scription skills are sown. Already in the 
early lessons in the beginning periods, the 
students, day by day, in small ways, must 
be trained for the real goal of business 
training — transcription. 
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Community Resources Workshops for Teach- 
ers. 1956 Copyright. This new 59-frame filmstrip in 
combination color and black and white has been pro- 
duced as a service to educators and community leaders 
who wish to help teachers discover and utilize the 
resources of the community that have desirable class- 
room applications. 


Summary. The filmstrip was produced for American 
Iron and Steel Institute by the Education Department 
of Hill and Knowlton, Inc. The research study con- 
ducted through organizing workshops in various cities 
and colleges, with the help of educators, revealed the 
kind of assistance schools needed and wanted most 
from their communities. 

As a result of these many workshops, the filmstrip 
presents some of the ways in which schools and local 
citizens might work together to improve the impact 
of recognized teaching methods. This practical ap- 
proach to curriculum improvement will help promote 
a new understanding with community leaders on how 
they can help to give strength to the educational pro- 
gram. 

Recommended Use. The teachers’ guide booklet pre- 
pared for use with this filmstrip will prove helpful as 
a guide to aid teachers in utilizing their communities 
as laboratories for improved instruction. 


Sale. One copy of each filmstrip is available free of 
charge to each school system upon request. A small 
charge is made for additional prints. The teachers’ 
guide booklet is available in reasonable quantities 
without charge. Request from American Iron and 
Steel Institute, 150 East Forty-Second Street, New 
York 17, New York. 


Your Tell-Tale Voice. This 16-mm. sound motion 
picture in black and white was produced by the Bell 
System Telephone Offices. The film may be shown 
in 20 minutes. 


Summary. The setting is a typical telephone office. 
The developments made in the telephone industry 
since 1885 are traced. Various illustrations are given 
as to the proper procedure of the operator in placing 
calls and tactful ways to handle the many customers 
who use the telephone. The film also emphasizes the 
value and need of a courteous telephone operator 
in keeping customers satisfied. 

The tone of voice used by the operator either makes 
a favorable or unfavorable impression and must be 
emphasized in the training program. An operator can 
only convey service by what she says or what she does. 
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The only way a customer can determine the manner 
of a switchboard operator is in the tone of her voice. 

The film also illustrates the training program used 
in emphasizing the importance of (a) what to say 
(b) how to say it. Also shows the correct procedures 
in handling long distance, information, and complaint 
calls correctly. 

“Your Tell-Tale Voice” definitely shows that an 
operator must be natural, friendly, cheerful, confident, 
and helpful to be successful in her work. 


Recommended Use. This film can be used to a good 
advantage in all secretarial, clerical, office practice, 
general business, and guidance calsses. 

Sale and Rental. ‘Your Tell-Tale Voice’’ can be 
obtained from your local Bell Telephone Company. 
The rental is free. 


Geography of the Pacific States. (Released in 
1956.) This 16-mm. sound motion picture in color or 
black and white was produced by Coronet Instructional 
Films. John H. Garland, Ph.D., Professor of Geog- 
raphy, University of Illinois, served as educational] 
collaborator. The film may be shown in 11 minutes. 

Summary. “Geography of the Pacific States” is 
another in a series of geography films which explore 
regions of the United States in terms of their physical 
characteristics, their major economic activities, and the 
trends they exhibit toward future development. 

The basic theme of this overview of California, 
Washington, and Oregon is “variety” — variety in 
terrain, variety in climate, variety in agricultural and 
industrial activity. This idea is reinforced through 
scenes of snow-covered mountain peaks, arid desert, 
and irrigated valleys; apple orchards and date palm 
groves; and fishing boats, lumbering, and aircraft 
manufacturing. 

The film develops three concepts for intermediate- 
grade geography classes. The first is the importance of 
diversified agriculture. A second concept concerns the 
development of new industries, and a third views the 
Pacific-oriented states as a doorway to the Orient. 

Recommended Use. “Geography of the Pacific States” 
is recommended for use in all junior and senior high 
school geography, social studies, and economics classes. 

Sale and Rental. This film is available from Coronet 
Instructional Films, Coronet Building, Chicago 1, 
Illinois. The selling price for a black and white print 
is $55 and $100 for color. For rental purposes, contact 
your regular film rental library. A teachers’ guide is 
available for use with the film. 
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General Business 


Banks and Credit 
Bookkeeping and You 
Installment Buying 

Selling as a Career 

Sharing Economic Risks 

What Is a Contract? 

What Is a Corporation? 

What Is Business? 

What Is Money? 

Wise Buying 

Work of the Stock Exchange . 
Writing Better Business Letters 
Y our Thrift Habits 


Economics 


Capitalism 

Communism 

Federal Taxation 

Introduction to Foreign Trade 
The Law of Demand and Supply 
Two Views on Socialism 
Understanding the Dollar 


Commercial 


Building Typing Skill 

Do | Want o Be a Secretary? 
Filing Procedures in Business 
Ready to Type 

The Secretary: A Normal Day 
The Secretary: Taking Dictation 
The Secretary: Transcribing 
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Coronet 
films 
for 


business, economics 
and commercial 
courses 


Leading educators in the field of Business Education have 
helped Coronet produce an outstanding group of 16mm sound 
motion pictures. The films listed at the left cover a wide range of 
topics closely related to the textbooks you're using. In fact, 
many of these Coronet films have been produced with the 
collaboration of those who write textbooks for the South- 
Western Publishing Company. 


Each film listed is one reel (11 minutes) in length, and is available in full, 
natural color or in black-and-white. 


To receive free preview prints of any of these films for purchase considera- 
tion, gg | write to Coronet Films. The only cost of this service is return 
postage. For full information on how you may preview, purchase, or 
rent these and other Coronet films, send your request to: 


Coronet Films 


Dept. B-107 
Coronet Building 
Chicago 1, Illinois 


The World's Largest Producer of Educational Films 
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Federal Stenographer and Typist Exami- 
nation. 1957. This 71-page booklet is designed to 
acquaint teachers and students with the stenographic 
requirements for Federal employment and includes the 
improved method of stenographic testing. It contains 
complete specimens of the plain-copy test, the general- 
abilities test, and the stenography test with the pro- 
vision for “transcription” that can be scored mechani- 
cally. The booklet enables teachers and students to 
become familiar with a form of stenography test that 
requires competitors to reconstruct incomplete records 
of the dictation from the notes that the competitors 
have made. Instructions are provided for teachers’ use 
in giving and scoring the tests. Also included are sug- 
gestions to aid in the construction of comparable 
additional tests. This complete booklet, Catalog #CS 
1.28:2400, is available for 40 cents per copy. The 
separate tests and answer sheets are available at 5 
cents per copy, with a reduced rate in lots of 100 copies. 
Send order with remittance to Government Printing 
ee Superintendent of Documents, Washington 25, 
D. C. 


The Picture Story of Steel. 1952. This 56-page, 
printed, paper-bound booklet includes a story of the 
steel industry with pictorial illustrations. The booklet 
illustrates and describes the various steps taken in the 
development of (a) raw materials, (b) uses of steel, 
(c) finished products, and (d) facts about the industry. 
Everybody uses steel but not everybody knows how it 
is made. By photographs and brief, nontechnical 
descriptions, this booklet depicts some of the more 
important steps in steel production. Obviously, the 
operations of such a large industry can only be sum- 
marized in a book of this size. The descriptions repre- 
sent the practices in general, rather than the methods 
of any specific company. The information contained 
in this booklet can be used to a good advantage in all 
geography classes for special project assignments on 
the unit of steel. This booklet may be obtained by 
writing to the American Iron and Steel Institute, 
350 Fifth Avenue, New York 1, N. Y. 


See-Hear, Mr. Businessman. (New supple- 
ment catalog, 1957-58.) This paper-bound catalogue 
lists 700 films in business and industry. For easy 
reference the films and filmstrips are classified by 
subject followed by an alphabetic listing of all these 
visual aids. The new supplement brings this previously 
printed catalogue up to date. Free distribution. 
Address your request to City College Audio-Visual 
Center, 17 Lexington Avenue, New York 10, New York. 
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Economic Problems of Natural Resource Use. 
1957. The content of this 64-page booklet was pre- 
pared by William H. Stead, Resource Management 
Consultant, Washington, D. C. The study guide in- 
cluded was prepared by George L. Fersh, director, 
Resource Use Education Project, New York: Joint 
Council on Economic Education. This publication, 
designed as a background book for the teacher of any 
grade level, also qualifies as a text for high school 
students. Clear, nontechnical language is used. Numer- 
ous charts vividly illustrate the United States’ in- 
creasing consumption of resources, our growing 
dependence upon other countries, and the shifting 
pattern of United States energy sources. The compre- 
hensive discussion of the many aspects of the resource 
problem is accompanied by study guide questions fol- 
lowing each section of each chapter, and clear economic 
analyses. Another outstanding feature is the charted 
“Teacher’s Guide to Resource Use.” The chapter 
content is‘'urranged as follows: (1) The Outlook; 
(2) Our Natural Resources; ($3) Challenge to Tech- 
nology; (4) Economic Problems; (5) A Job for Every 
One of Us; and (6) Bibliography and Recommended 
Reading List. This publication is available at $1.25 
per copy. Request from Joint Council on Economic 
Education, 2 West 46th Street, New York 36, New 
York. 


Greetings and Salutations. 1957. A new, two- 
page illustrated cartoon booklet is now available. The 
social graces surrounding the custom of handshaking 
are presented through prose and pictures. The illus- 
trations contained in this booklet were developed to 
help teenagers and young adults gain poise and con- 
fidence through understanding how, why, and when 
to shake hands. This booklet is available free of charge 
to teachers, supervisors, and leaders. It may be re- 
quested in quantity by writing to the Educational 
Service Department TR, Bristol-Myers Products 
Division, 45 Rockefeller Plaza, New York 20, New 
York. 


Working for the U.S.A., Applying for a Civil- 
Service Job, What the Government Expects of 
Federal Workers. 1957. Catalog No. CS 1.48:4/8. 
This 24-page booklet contains information relating to 
kinds of examinations given, filling out the application 
forms, veterans’ preference, pay, hours of work, vaca- 
tions and sick leave. Price, 10 cents. Order from 
Superintendent of Documents, U. S. Government 
Printing Office, Washington 25, D. C. 
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skill through 
practical 


applications . . . 


PERSONAL AND PROFESSIONAL 
TYPING 


By S. J. Wanous 


Here is a distinct book designed for use in nonvocational typing 
classes. Emphasis is placed on fundamental techniques, thereby 
gaining a good rate of speed with accuracy. Composition at the 
typewriter is taught early in the course so that the student may 
use this skill in his school work. Useful problems are stressed. 


These applications include personal notes, personal letters, 

















outlines, essays, short articles, and business letters. 


There are seventy-five lessons in PERSONAL AND PRO- 
FESSIONAL TYPING. Each one is designed to provide 
an easy way to teach typing to all students who want a skill 


for personal or professional use. 





SOUTH-WESTERN PUBLISHING CO. 


(Specialists in Business and Economic Education) / 
Cincinnati 27 New Rochelle, N. Y. Chicago5 SanFrancisco3 Dallas 2 
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Impossible! Not Very Practical 
The teacher asked the class how Noah spent his time A vicar in a small parish in Scotland was collecting 
on the ark. Seeing no response from the tots, she added: subscriptions for the erection of a fence around the 
“Do you suppose he did a lot of fishing?” local cemetery. Everyone gave something with the 
“What?” jeered little Freddy, “With only two exception of MacTavish. Later, the vicar asked why 
worms?” he refused. 


“We’el,” replied Mac, “‘I don’t see any use in a fence 
around a cemetery. Those that are in there can’t get 
out, and them what’s out, sure don’t want to get in. 


Horse Power 


A speaker was talking to a group of teen-agers about 
the old West. He remarked that Billy the Kid had 
killed 21 men by the time he was 21 years old. “Good 
heavens!” exclaimed one of his listeners. ‘What kind 
of a car did he drive?” \ 





A New Signal y N 


LAY 
0,2, 
Traffic Officer (catching up with a speeding motor- \ COSY 
ist): “Lady, what is the yellow light for in that stop 
and go sign?” ’ \ 


¥, +. 
Lady Driver: “It means hurry up before it turns a. vane, (\ 
red, doesn’t it?” LY >) 
AHog 


— 
e ee ¥ 
The Best Kind 
I love a Finished speaker 
Believe me, Sirs, I do 


I don’t mean one who’s gifted 
I just mean one—who’s through. 








Service as Requested 





Woman Shopper: “Do you have a selection of ‘“—-—-—but, Miss Jones, you said we would get our 
loafers?” shorthand award if we took dictation at 100 words a 
Shoe Department Manager: “Yes, madam, I’ll see if minute. You didn’t_say we had to read it back.’ 
I can get one of them to wait on you.” 
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BUSINESS FILING 


FILING OFFICE PRACTICE 


Qnd Edition — By Bassett and Agnew 


The use of BUSINESS FILING and FILING OFFICE PRAC- 
TICE is the best job insurance you can give your students. 
Filing is one of the duties of most beginning office workers. 


BUSINESS FILING gives simple rules for alphabetic in- 
dexing with clear examples. Appropriate coverage is 
given to the four basic methods of filing: alphabetic, 
numeric, subject, and geographic. 
Specialized types of indexing and filing 
systems are adequately covered without 
undue emphasis on any system made by 
a particular manufacturer. 


FILING OFFICE PRACTICE contains the 
boxes, guides, folders, cards, corre- 
spondence, cross-reference sheets, and 
other materials for the student's use in 
getting realistic experience in filing. 


BUSINESS FILING and FILING OFFICE 
PRACTICE can be used for a course of 
twenty, thirty, or forty periods. Cer- 
tificates are furnished free for each 
student. 














SOUTH-WESTERN PUBLISHING CO. 
(Specialists in Business and Economic Education) 


Cincinnati 27 Chicago 5 Dallas 2 
New Rochelle, N. Y. San Francisco 3 
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POSITIONS WANTED 


Man with M.A. degree in education and considerable 
business experience is looking for a position as manager 
of a private business school. Will accept a reasonable 
basic salary plus commission. East ast preferred. 
Address, No. 87. 





Experienced and qualified young man desires a position 
with a Midwestern business school. Have had several 
years’ successful experience in the management and re- 
cruiting activities of to —— schools. Qualified to 
teach most business subjects. Now engaged in other 
sales work, but desire to get back in business school work. 
Address, No. 88. 





Man with B.A. degree and some graduate work wishes 
— in business college with possibilities for investing 
he future. Now employed in high school but have 
experience in business schools. Can teach all business 
subjects. Prefer East. Address, No. 89. 





Single male, Canadian licensed commercial teacher, 
age 30, with teaching experience as head of Canadian 
high school commercial departments, desires position 
with opportunity for advancement. Have taught all 
business subjects, including Pitman and Gregg short- 
hand. Very proficient in secretarial work. Will be avail- 
able for the fall term of 1958. Would consider position 
anywhere in Canada or United States. Address, No. 90. 





Teacher with five years’ high school teaching and five 
years’ business college work desires position with oppor- 
tunity for advancement. Will consider a starting salar 7 
of $4,500 if there is ample chance to advance. Can teac 
all business subjects except advanced accounting. Also 
proficient in secretarial work. Would prefer the North- 
west area. Address, No. 91. 





Male teacher, married, age 65, desires position. Can 
teach all business subjects except Gregg shorthand. Have 
had several years’ experience in high and normal school 
teaching, and recently owner of business school for 11 
years. Teaching preferences — Accounting I and II, busi- 
ness mathematics, business English, and business law. 
Hold Ph.D. degree from University of Pennsylvania. 
Seven years of successful experience with organizing and 
teaching Speedwriting. Prefer school or college in the 
East within approximately 250 miles of Philadelphia. 
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Will consider starting salary of $4,000 if opportunity to 
advance. Assist with management of school, if desired 
Excellent references. Address, No. 98. 





Business teacher with both public and private school 
rience desires —— es with private business 


“i through August. Has degree. Address, 
‘0. 





TEACHERS WANTED 


Business teacher wanted for two years by a school 
located in western New York. Subjects include type- 
writing, shorthand, bookkeeping, and salesmanship. 
Salary based on training and experience. Permanent 
position if teacher on military leave does not return. 
Address, No. 93. 





Instructor for all phases of accounting and an instruc- 
tor for secretarial sciences wanted. Positions open for 
fall of 1958. Give complete information including char- 
acter references. New England area. Address, No. 94. 





SCHOOLS FOR SALE 


Business college for sale. Established over twenty-five 
years. Located on the island of Montreal, Canada. Suit- 
able for couple. Has one of the best reputations in the 
city. Excellent opportunity. Address, No. 95. 





Will consider selling leading Midwestern business 
school, established nearly 70 years. Located in fertile 
agricultural area enjoying tremendous growth. Metro- 
politan population over 400,000. Has best equipment. 
G. I. and rehabilitation approved. Speedwriting fran- 
chise. Address, No. 96. 


PARTNER WANTED 


Partner wanted by Miami, Florida, business and tu- 
toring school. Attendance at school is accepted by the 
Dade County Board of Public Instruction in lieu of public 
schooling. School is approved by the Attorney General 
of the United States for foreign students on educational 
visas. This is an excellent opportunity for a highly quali- 
fied person with $10,000 capital to get into an expanding 
business. Address, No. 97. 





Recommended for: 
ords used in small retail businesses. 
course in bookkeeping. 

List price $1.96. 


Cincinnati 27 New Rochelle, Ni Y 





RECORD KEEPING FOR SMALL BUSINESSES 


(A Self-Contained Practice Outfit) 


RECORD KEEPING FOR SMALL BUSINESSES provides complete information about the types of records 
needed by most small retail businesses. Although the set is based on a retail grocery store, with departments for gro- 
ceries, meats, and produce, the principles are applicable to any small retail business that uses a cash register. 


(1) Those who are studying bookkeeping or accounting and wish to complete a practice set that is typical of rec- 
(2) For distributive education classes in which some time is devoted to a study of record keeping without a formal 
(3) For special classes made up of G.I.’s and adults who are preparing to operate small businesses. 


SOUTH-WESTERN PUBLISHING CO. 
Chicago 5 


San Francisco 3 Dallas 2 
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Typewriter Art Contest Rules 


Julius Nelson, sponsor of the Annual 
Typewriter Art Contest, has announced the 
following rules of the Twentieth Annual 
Contest: 


1. There is no restriction as to make of typewriter, 
color of ribbon or carbon, type of design, or size 
of paper. 

2. The contestant’s name, school, address of school, 
and teacher should be typed on the top right-hand 
corner of the back of each entry. 

8. Any number of entries may be submitted, but 
each must be accompanied by 10 cents as ex- 
amination fee. 

4. No entries will be returned. 


5. All entries should be sent flat, carefully packed, 
to Julius Nelson, 4006 Carlisle Avenue, Balti- 
more 16, Maryland. Domestic entries should be 
postmarked not later than April 15, 1958. Foreign 
entries should reach Baltimore by that date. 

6. The school submitting the best group of entries 
(5 or more to be considered a “‘group”’) will receive 
a bronze-and-walnut plaque. 

7. A new Underwood portable typewriter will go to 
the entry ranking first. The official gold medal 
will also be given to the first-prize winner. 


8. The official Artistic Typewriting Bronze Medal 
will be given to the next 20 ranking entries. 


American Accounting 
Association’s Career Pamphlet 


Young Eyes on Accounting, a career pam- 
phlet developed by the American Accounting 
Association in cooperation with the Ameri- 
can Institute of Certified Public Accountants 
and the Institute of Internal Auditors, is 
currently available to high school principals 
and counselors throughout the country. 

The pamphlet, which is directed toward 
the high school senior and which describes 
the varied opportunities offered by the ac- 
counting profession to qualified high school 
students, may be obtained in quantity and 
without charge by writing to: American 
Accounting Association, P. O. Box 3068, 
University Station, Columbus 10, Ohio. 


Nebraska Convention 


The annual convention of the Nebraska 
Business Association will be held in Grand 
Island, Nebraska, at the Grand Island Senior 
High School on April 25 and 26. 












Intensive Preparation 


2nd Edition 


INTENSIVE CLERICAL 


AND 


CIVIL SERVICE 
TRAINING 


By Fisher and Fisher 


This combination textbook and workbook is designed for a final intensive 
drive to prepare students to take jobs in business and to pass civil service 


examinations for clerks, typists, and stenographers. 


The lessons in the 


book include pretests, reviews of fundamentals, drills, and employment 


tests of the civil service type. 


The course covers such topics as arithmetic, grammar, punctuation, 
vocabulary, spelling, business letter writing, filing, typing, and business 


information. 


The student is given specific training in taking employment 


tests of the short-answer type that are used for business and civil service 


examinations. 


SOUTH-WESTERN 


PUBLISHING CO. 


(Specialists in Business and Economic Education) 
Cincinnati 27 New Rochelle, N. Y. Chicago5 SanFrancisco3 Dallas 2 
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Practical Help 
for all students... 
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BUSINESS 
BEHAVIOR 


Here is a new edition of a popular book. 
It is designed for all students who are pre- 
paring to enter or advance in the business 
world. BUSINESS BEHAVIOR is a 
program of activities centered around 
personal-relationship situations that busi- 
ness presents. It covers behavior, personal 
appearance and grooming, techniques em- 
ployed in business contacts, and a dis- 
cussion of valuable personality traits. 
Follow-up activities, practice exercises, 
case conference problems, and projects 
are provided to give practical applications 
to the text material. 

BUSINESS BEHAVIOR is designed for 
vocational guidance or a special terminal 
course, or for supplementary use in office 


practice, typewriting, or shorthand classes. 


SOUTH-WESTERN PUBLISHING CO. 
(Specialists in Business and Economic Education) 


Cincinnati 27 Chicago 5 


New Rochelle, N. Y. 
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Building Self-Confidence 
Typewriting Teacher's responsibility 
(Continued from page 293) 


the strict supervision of a stop watch. Many 
students typing at a slower rate can ac- 
complish more because of time saved in 
determining the arrangement of copy, greater 
accuracy, and more proficiency in the use 
of carbon and the many other factors that 
influence production. Speed on straight 
copy is only a small part of typing skill. 
As soon as possible in a typing course stu- 
dents should be working on their own and 
at their own speed. Attempting to keep the 
class together will hold up the better stu- 
dents and produce frustration among the 
slower ones. Assignments should vary be- 
tween students at any one time so that every 
student must do his own thinking and 
should not be aware of how he stands in 
comparison with the others. If a written 
assignment sheet is used, the individual 
students should be given extra assignments 
from time to time to avoid their becoming 
aware of their relative position on the as- 
signment sheet. ‘The report grade should 
be the result of the number of perfect as- 
signments completed over a period of six 
or nine weeks and not an average of two or 
three tests given during that period of time. 
Teaching during the second semester of the 
first year and during the second year should 
be mostly on an individual basis with every 
encouragement being given to students to 
use their own judgment. 


Overteaching can be a great detriment to 
the development of self-confidence. Once 
basic principles have been taught the good 
teacher permits the student to complete his 
work before pointing out the deficiencies and 
reteaching a point if necessary. Certainly 
do all you can to help him when in trouble, 
but let him do the major part of the thinking. 
On grading completed exercises do not insist 
on your own ideas of how something should 
have been done, but be liberal in your think- 
ing. If the material has been arranged well 
and has a good appearance although not as 
you would do it or expect it to be done, give 
credit and possibly a word of congratulation 
for the initiative shown. During the second 
semester of the advanced typing, numerous 
rough drafts and pencil copies should be 
given the typing students with little or no 
direction for their typing. Here the student 
is put completely on his own and he realizes 
that he its capable of doing any type of 
work that can be done on a typewriter. 


th: 
- BALANCE SHEET 


ee 


a - 











for TYPING TESTS 
I EK, for SHORTHAND TESTS 











GUARANTEE 


MARK TIME consists of a plastic housing 
and pointer, with a metal dial, metal bell 
and working mechanism, with a depend- 
able steel spring. It is guaranteed to be 
at least 95 per cent accurate. The accuracy 
largely depends upon setting the pointer 
correctly. The mechanism is guaranteed 
for a year, but does not cover breakage 
from abuse. 


HOW TO ORDER 


Send your order to the nearest office 
listed below. Give an accurate mailing 
address. If a cash remittance (money 
order or check) accompanies the order, 
the timer will be sent by mail postpaid. 
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POSTPAID 


if cash is sent 
with the order 


* 
HOW TO USE THE TIMER 


MARK TIME, in our opinion, is a very satisfactory 
timing device that we have arranged to distribute as 
a service to shorthand and typing teachers. It is 
quite accurate, simple in operation, and reasonable 
in price. 


MARK TIME has a fifteen-minute dial. It can be 
used for timing any test of fifteen minutes or less. 
The minimum time interval is one-half minute. 


It is operated by a steel spring. To wind it or cock 
it the pointer should be moved past the three-minute 
mark and then moved right or left to the proper 
beginning time. The most accurate method is to 
move it just beyond the time desired and then tell 
the students to get ready while the pointer is moving 
up to the starting point. 


Example: For a two-minute test, move the pointer 
past three, then move it back almost to two and warn 
the students to get ready. When the pointer passes 
two on the dial, give the signal for the students to 
start; when the pointer reaches zero the bell rings 
once for the students to stop. 


Example: For a five-minute test, move the pointer 
just beyond the numeral five on the dial, warn 
students, wait for the pointer to reach the starting 
point, and follow the procedure above. 
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“Your Ghoice for “Gyping -- 


SPEED TYPING 
Third Edition 
By Bell 
A paper-bound book of 94 pages designed for 


supplementary selective drills for speed work 
or for a short intensive speed course. 


BASIC TYPEWRITING DRILLS 
Second Edition 
By Wanous 


A paper-bound book of 62 pages for beginning 
or advanced students, recommended for cor- 
recting bad habits, developing good habits, 
and developing speed. 


STATISTICAL TYPING 
Second Edition 
By Wanous 


A paper-bound book of 51 pages providing 
problems, drills, and tests in tabulations. 


TYPEWRITING TECHNIQUES 
AND SHORT CUTS 
Second Edition 
By MacClain and Dame 


Each of the thirty-seven lessons consists of a 
fifteen-minute timed writing with a warm-up 
drill and a follow-up exercise. The timed 
writings also provide specific training in tech- 
niques and short cuts. 
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101 TYPEWRITING TIMED 
WRITINGS 


By Thompson and Phillips 


Each of the five parts contains speed-building 
drills, plus twenty timed writings. Part 6 con- 
tains one long timed writing suitable for an 
hour's test. 


BUSINESS LETTER TYPING 


By Bowman 


A paper-bound book to provide further training 
in the mechanical preparation of business and 
personal-business letters. Adequate practice 
is provided on each style and length of letter. 
All letters are from business offices with neces- 
sary editorial changes for correctness. 


SOUTH-WESTERN PUBLISHING CO. 
(Specialists in Business and Economic Education) 
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